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\ punposs-or THIS nnnnnodk . \ .
L] . -

This handbook is provided‘E‘Jacquaint all members of the lymouth State
‘Coliege professional staff with college organizations, policies, and
,procedures dnd the individual's duties, rights, .and responsibilities as

an’ employée of the University af New Hampshire. No attempt is made to
- duplicate information which is regularly provided in other college. publica-

tions, and all faculty members sHould become thorbughly familiar with the

college catalogs and thp Student Handbook .

“

RS
. . .

' ‘4 . 11, g s
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'; Section II. . ~ ADMINISTRATIVE ORGANIZATION ,

( T _ ,

}

1. The '§0Verninq body of Plymouth State College ‘is the Board of Trustees
of the State Univeraity of New Hampahire. The Board is composed of 25

f menbers as follows: . ) . .
- The Go;remor .of New Hampshire -
LT +The Chancellor of the University System ‘
f"’ - . The. comiaeiorier of Agriculture ) o
L My - The Coumiasioner of Education
N .7 % - The P.resident of the University of New Hampshire
PR e A : \ ~+»“The President of, Plymouth.State College
N A ., The Presjident of Keene State College

' "} :12 trustees ‘appointed by the Governor with the
’; advi¥s and consent of his council*

( . . ~ 4. trustees elected by the alumi of the . .
e . 'Unfve“’r.aity of New Hampshire ' &
. : 1 t.mst;ee elected by the alumni of Plymouth .
. : * State College . . AW \ . s
\ A 1 trustee elécted by the, alumni‘ of Keene 2
- ' . *.State coliege ‘ N
' b~ r d - .
2 This board elects itn‘ own chairman annually and must meet at Plymonth Ta
State college at least once cach year. , - ;},N,
. . v
B. The University Administrative Board : ' - ;
. . N
1. This bkard is compossd of the Chancellor, the President of the ) ?
. University .at Durham, and the Presidents of Keene and Plymouth State ’ )
Colleges. : o < '
. \' . ‘\\ *

2. 'rhe Adminigtrative Board and:its members are charged with working ,

out the procedures and détails for conducting their jdint responsibili- _ ,
ties in order to provide for the maximum institutional initiative and. .
resporiibility within the well-b'oordinated and unified univerg;i*t:y

organization. )

q

C. ‘Presidem.é Plymouth State Oollege ' ' L

Cd

A
1. »The #fesident, acting under the authority of the Dniversity Board
of Trustees, is the chief executive officer of the college and is re-
sponsible for the,general administratioh and- supervision of all aspects
of the entire' institution.
2. Th responsibilities of a gtate college president in the University )
Syst¢m have been defined by the Trustees as follaws: S
'\.. .
The President of each State College in gccordance
+ ' with policies established by the Administrative ) '
Board and subject to the approval of the President { N
*Includes one student each year from one of the three University System
campuses. . . o , oy '
L | : N ¢ SN ‘ o
Rev. 7/1/74 . ’ .
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of the University: : ' .

a. Shall prepare the budget for the State College. :
in coope:ation with the Vice Pre,ident—Treasurer

b. Shall pass upon all bills and claims against the
college and dtaw his order upon thé Vice President-
Treasurer for the payment of approved bills

c. Shall be responsible fbr the care of all college - )
buildings, grounde and eqﬁipment . ’

d. shallipecommend to the Personnel Committee of the Board

of Trustees, individuals by name and qualification for

faculty or préfeesional appointment, promotion, tenure, ’ .
and salary adjustments. Shall approve all staff ap- )
‘pointments in the clerical and sexvice categories -

"' e. Shall, \W1th the advice of the State College Senate
or faculty, establish such rules and regulations for
the government of the students, and for the general
» work of the college as may be deemed wise .
- p ' L.
e Shall be President of the State College Faculty- '

g. - Shall approve all committees of the faculty or Senate,
and he is ex-officio member of all committees of the Senate
and/or faculty ‘

L3

A . ..

_ h. Shall promptly report to the Board of Trustees, any
. member of the faculty who shall fail or neglect to per-
. form faithfully and effectively, the duties of his o fice -

. A - - N
i. SHall make temporary appointments in staff meﬂtership; -
.'/ such appointments shall be terminated upon action of the ' :
7 Board.

.

”Organizational Chart

The aaministrative organization of Plymouth State College is shown
graﬁhically preceding this section. In the absence of the President, '
thd Dean of the College, the Dean of Student Affaifs, or the Business
Manager shall substitute for him in the order listed. =

The Administrative Council | Tl ' .

-
I

Members of the President's Adminidtratf*é Council include the As- -,

' ‘sistant to the President , Dean of the’ College, Déan pg Student "Af--

fairs, Business Manager, Faculty SPeaker,.Facuity Observer. .to Trustee
meetings, Student Body President, and Pregjdent of the tudent. . Senate.*
The Council meets weekly with the President, and such other indi¥iduals’
as he’ may designate .for the consideration of a,particular\subject. to-
advice. assist, and cvordinate the institution s adminietrative
management. - Do . R .

’
-

I1-2 R ‘ 4 -




F. Advisory Council ’ ' A ’

» ~ ST
- Composed of the principal administrators of the college, department .
- chairmen, elected mefmbers of the faculty, College Librarian,- ‘%esident ofr
*  the Student Body, Speaker of the Student Senate, and students to equal
- the number of non-students (see Appendix ‘A, By-Laws of the Faculty), this
council acts as an advisory body to the President and the faculty on
matt&rs of college policy.

.

G. Administrative Management *

The President accowplishes his administrative responsibilities through

the Dean of the College, the Dean of Student Affairs, the Business Manager,
and the Assistant to the Prcsident. These officers of administration,
their assistants, and their areas of primary interest are discussed in -
subsequent sections. , . -

v ’

H. The College Faculty

- 1. Under the leadership of the President of the college and subject always
“to the approval of the Board of Trustees of the University of New Hampshire,
the Plymouth Statg College Faculty shall have legislative jurisdiction in
all matters of student gqyernment arld educational policy not otherwise
prescribed by the Board of Trustees-of the University. .
The By-Laws of the Paculty which include membership, organization, and

committee composition, are provided in Appendix A, and a general descrip-
tion of committee duties is included in Appendix B. -

’
3 . ‘

I. The Graduate Faculty ' ' ' e
The By-Laws of thd Graduate Facﬂlty include membership, organization,
and council and sub-cQgE ttee composition,*and are to be found in Appendix
E. Special rules and régulations governing graduate study are outlﬁned

)

in the énclosures to thlﬂ appendix. , . : '5
t N [
/ T i t : N
~ A ‘."
© " SR * * '
o ? '
t -
=~ - *
- ’ "
y - v Y \
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INSTRUCTIONAL AFFAIRS

L

A. The Desn of the College /;‘ . B
Under the immediate supervision of the President, the Dean of the

College: - " - . .
g “ ) . . N N =

I. Oversees and ‘is generally responsible fqr the instructional program

of the college.

2. Asgists ‘in interviewing and recommending faculty perscnnel-ziﬂ‘ "ﬂﬂ
istablishes registration procedures with the cooperation of the Dean
udent Affairs; the Associate ‘Dean of Instruction, and the Registrar.

4, ‘§b1as individual and group conferences on teachingkproblems and

procedures. ) ) . . P .

.t. . . » N
5. Acts ex-officio on all.facu§z; curriculum committees and administers
curriculum changes approved by the faculty,' administration and Board o
Trustees.’ . . . Vs

« . o - X 2 L

‘]

6. Presides at assemblies and other college ffinctions in the absence of
the Presidént and has college-wide’authority in .the President's absence

or in such areas as the President may further designate. * . .
7. Assists in the organization and administration of ‘in-service- develop—
mental activitiep for the faculty. .

a ! a

8. Assists i securing instructional materials and‘supplies,

i S .
‘9. 1Is resp0nsib1e for’the administration of attendance at classes and
assembiies and of the grading and warningsystem »
10. Represents the college pn a number of: the University Systém councils
and committees. RN \

B. The Associate Dean of Instruction

Reporting to the Dean of the College, the. Associata Dean of Instructiqn°

1. Develbps 'thé schedule of classes and assignment of ﬁaculty members |’
in: cooperation with.department heads. k‘\ii;'

2. Supervises collaterally with the Dean of the Collaege’ classroom in-
struction, particularly new faculty ) . , _ o .

3. Analyres and reports 0n facqlty loads each semester, credits generated .
by departments, etc. N N )

P
vy

w - S

S IIi-1 O - _ '.
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4. Works collaterally with the Dean of the College in advising under-
graduete students with respect to their programs.
‘5. Works collaggralﬂy with the Registrar in terms of student records
+and regidtration. . .

.
v e
B -

-

-~

‘6. Devélops undergraduate college catalog

7. Repfesents the College on -a number of Urdversity, System committees
which involve curricular improvement. :

. . . N -

N 4 2 .
8. . Eneourages,faculty~researah and, in conjungtion with the Assigtant to
-the President, maintains information and files on sources of.grant/funds.
4 i o~ - ‘ ( -
3 9. ‘Works with other deans 4s the founﬂation agent in recommending a
few students for Danforth and dther-foundation scholarships cohsideration.
10. Assibts the Dean of the Co11eqe upon request in all aspects of the -
Dean's work. Acts in the Dean of the Colleqge's plaoe when he/she is ab-
sent and when emergency,sltuations arise connected with the"nstructionalv

program. . * . ,
A, ~ - , .

\4 - : . .. .o .
C. The Associate Dgan of Instruction and Director of Graduate Studies

‘

Reporting to the Dean’ of the Sollege, the Associa%e Dean of Instruction ,
and Director of Graduate Studiesz will assume the followinq reqponsibilitins “oa

] 4
— -

1. Directs graduate degree an graduate non-deg*ee programs {e. g.,,
teaching certification programs taken” as. non-degree graduate work).

2. Adviges and works with graduate students in the design of their
initial programs. . .

1

3. Develops the.college graduete catalog. ¢

q. »Performs those collateral tasis'assigned by the Dean of the'Coilege.
@A ~

5. cCoordipates the contract major (interdisciplinary studies) ‘under-

gr uate Program and aduises students relative to that program. ’

D. Departmental Orgenization : ' : f .- _ :

N -

<1, M departmental organization, with chairmen appointed by the President,
ha s\ﬁhe following objectives: . . y
' " d

department and in relation to pther departmen 8.

ontinuous examination and improvement of instructional offerings
withi 3\

b. Continuous evaluation of effectiveness of Lnstrugtional techniquds
t;.by each member of the‘ﬂepartment/Fwith sebf—evaluationk~nd .growth be-
" ing the desired outcome. .

o

Rev. 1/2/75




© Ce Balanced and. fair assignments of instructional, admnistrative .
* -and advisory 1dads within the bounds of practicality. . :
d. Coordinated and well-docmnented presentations of departmental
plans and budgetary requirements, through the department chairmen.

“e. Attraction, appointment, and adéignment well‘gualified :
instructional staff members who can work constructﬁely with fellow
staff workers. - . .
S ) ~ o ) : : - .
" £. Cleaxly stated. personnel pdlicxes and regulatﬁ.?pns conceming work- ~ .
ing conditions and procedures. f : :

g« Effactive interpretation of tollege philosophy. procedures.
poIic:Les, and poternitidls to all interested groups. - -
A : P
h. COntinuous .examination- and/ improvement 'of methodseof evaluating
and reporting student progres# . v
. . .
2. In helping .to realize these éhjectives, the department ‘chairmen are ¢
given the authority to do the nebee ary coordinating, supervising, counsel-
ing. recomnendmg, b”udgeting, requisitioning, etc., in order that their
department may operate as- effective’ly as possible within limits of over-
all college pOllCY. T, ) o \

P

3. The departmem: chairmen are members of! the AdvxsorMouncil (see

. Section I.) Th current departments and their chairmen are;
7 pepfrwmeny < Chaim..an.. =

Art - . . Mary C. Taylor
" Business ’ - 067/”7’ /@I/L

Education _ ™ Norton R, Bagley /
English ‘ . Richard E. Sa.:(derson" y / 75
" Foreign Languages Madie W. Barrett o _
Mathematics - o Eldwin A. Wixson
Music ' Earl Norwood .
“Philosophy. " ©' Robert E. 0'Neill
Physical Education  ‘Douglas Wiseman.
Psychology William R. wimsatt. -
Science _— ) Mark T. Sylvestre /
Social Science —Pavid-Crbwitser /my,;ge / ﬂ?yﬁg‘z/’ez I er ﬁ

E. The Director of Continuing Education
- [

Reporting to the Dean of the College. the Director of Continuing Edu-
cation plans, otrganizes, and directs the Summer Session, Evening Division, .
and Interim programs. In addition, he is responsible for the overall
planning and administration of those conferences, workshops, and short
.courses which bring visitors to the campus. v P
* N B )

.

+
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Ndent teachers with them. The Director makes peribdie visits to "cooperating

- the activities of ‘other college staff members assigned to field super-

some student teachers. He also assists in recruiting . students in the " 1.7
high schools and in placing gxaduates in' teaching. positions. To. o -
_The College Librarian A :‘\ s |
The College Lrprarian is xesponsible for the~organization and functioning.s t.ﬂ
of the Lamson Library. - . .o g )

\ . ' . - o
1. - Library Resources: S i L -

With. a book collection of over 130,000 vo&umes, the library

The Direqtor of Student Teaching : N . o Coss

He : is responsible for the selection of competent superﬁising teauhers in ,
cooperating schools of the State and, arranging for the placement of stu- .

sc¢hools.and confers with the school authorities. He’supervises and directs

vision of student teachers and coordinates the prograis of off-campus
student teaching. He may have direct responsibility fo® supervision of

is maintained to provide library service for the entire ollege com-.
munity. The library.also subscribes to a wide spectrum of periodigals
“.and newspapers. Examples of other materials available in the libr
are curriculum laboratory” texts,,outlines, kits, machines, phoncgraph
records, filmloops, slides, pictures, pamphlets, college catalogs, T
- microforms including a subscription to all ‘ERIC documents. In aadition
to a well-established collection.of géneral reference works, index, :
abstract and bibliography hoJ‘dings enable the college 'community to , \ A
take advantage of the close ¢ooperation among the three units of the ' ‘
* . University of New Hampshire, member college libraries 3f the New ’ ',
" Hampshire College and University Council, and other’ inter-library
'loan sources throughout New Hampshire and elsewhere. Please refer to
*‘the Library Handbook, available in the library, for detailed inforffh-
;tion deScribing the library Follection and the use of materials.

2. Reserve Bdoks._
Faculty members are urged to follow the suggestions of the N

Puﬁlic Services Librarian for selecting titles to be placed on re-
serve and to cooperate in using the progedure established. Only
those titles from'which a definite assignment has been made to an
entire clask should be placed on reserve, and if such an assignment
is made, care should be tiken to ensure that the library will bé ' \
prepared to meet the requests. If books are placed on reserve and

. not used by students other students are deprived of their use during

~ the period, however, inadequate notice to the' library allows titles
to be borrowed in the normal way and thus many others needing them
are denied their .use. _ ‘ ‘

;

.

b. At least TWO WEEKS notice must be given in order to locate books

and retrieve those already in circulation. Forms to be used will be

placéd in all faculty mailboxes before the beginning of each semester
.~ and are always avdilable upon request.

‘ I11-4
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v c. All faculty members are strongly urged to provide their students
o with bibliographically correct lists of titles they have placed en
reserve.. 'In addition, careful conSiqeration should be given to the’ .
~borrowing, period necessary to ensure reserye bookg being used more. ‘'~ ¢
judiciously. .Please read the sectidn on: reserve books in the Library .-
Handbook describing library use only, overnight, one-week, and three-
? day reserves. No deviation will be made from these four designations..

3. Requests for Purchase of lerary ﬁaterials- ~}‘ * » ' . o S P

Ta. Suggestions from faculty members are welcomed and urged in order

to use the expertise of scholarship in buildlnq a quality library )

callection. Request forms are available and should be sent to the -

. : ‘ Acquisitions Librarian for the purchase of ‘all types of materials |
.available in the library. Please feel ‘free to discuss the collection “~
at any time w1th the College lerarlan. . " y
b. More detai}ed information of .concern to faculty members is
contained in the "Informatlon for Paculty" 'section of the lerary
Handbook. , , )

)

. H- The Director.of Media Services ‘ : .,

The Director of Media Services is. responsible to the Dean of, the College
for the pperation of the,Media ervices Production Laboratory, the media
. : services television facility, t tructional media program, and as-
sociated media services. Jﬁge - ' ST
314 Thg instructional media progr is designed to provide equipment -
and services for the college faculty to use as ajds in teaching,
.and to Qemonstrate classrdom teaching aid poten:kg\.

a. While-most college classrooms are equlpped with- screens and
overheaa projectors, additlonal projection and audio equ1pment
such as filmstrip, moving picture, slide ‘and film loop projectors,
B , record players, and tape recorders are stored in equipment cabinets
‘ - Y 1in each classroom bulldlng, and are available to the faculty on a -
short-term basis. - . , . .
: ) Yoo
*  b. This equipment is controlled by the classroom building secretary, - .
who will provide the keys to equipment cabinets. The equipment is -
also avallable to students. for.class use if the student producgs a
\\.‘ slip signed by £he responslble ﬁaculty member.,A .
c. If items are needed for an extended period of time, or special LN
equipment is needed, the equipment is available at the Media Services _
Production Laboratory or the television facility in Boyd Hall. This .
¢quipment is also available for student use upon written request by

the facyplty member. . . . . ?

d. Production, television, darkroom, and graphics facilities are )
also available to faculty members, and. specialists will asgist in ‘
the use of these facilities and in the production gf instructional CL e ’
aids. y . _ ) _ . M- . .
e. A speciad multi-media installation is provided in Boyd Hall, Room

. "120, for remote rear projection of slides, film strips, %nd motion

. pictures, with specjal provisions for reel-to-reel and cassette re-

' cording and play-back. ' -

.
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* . 2. Media Servicés is also respon51ble for teachinq courses in instructionall
: media and presentations relat1ng to the use of media in education for teach-
ing methods courses. - . : -
. 3. Associated media services include consultation with, staff and faculty
on media-related information and services: to 1nclude purchasing, design
of catalogs and - pamphlets, identification cards, sound systems, closed
c1rcu1t and community cable telev151on. So. \

- ) \
- 4. In cooperation with. the Library assistance is ggten in the proﬁuctlon
- of material to be used on the remote access, dial informatjon system

¢ "
5. amplification of these services is prov1ded in the Media Services Fac-
ulty qudbook. ' " . . .

I. The Director of Computational Services

-

S

1. The nikector of Computatlonal \Servi'ces

‘a. Plans, administers and organizes computational services for the-
College. .
b. Manages systems analysis and programmlnq, data control computer
center operations, and personnel. A
c. Responsible for providing professional serv1ces for feas1b111ty s
studies, systems analysis and design, and hardware and. software. !

. 'd. Interprets and applies college and unlver51ty policies and objectives
reqardlnq compiting activities.

3

a

2. The Dirrctor is responsible for the comiputational service activities and
for coordinating these activities within the College and with other mem-
bers of the Un1vers1ty System, training and managing subordinates, report- -
ing to upper manaqement on data processing affairs, and dealinag with per-'
~sonnel,’ adminlstrative and operations problems. This position calls for
departmental ‘policy making, budget planning and control activities, equip-
ment selection, and overall organizatjon and planning. for departmental
functions and needs. He/she has responsibility for evaluating new tech-

'_nological advancés, developing more efficient methods, and developing
‘managerial and technical talent in tHe staff.

J. Director of Academic Computing

* . .
l., As a member of the Business Department faculty, teach computer-oriented
cqurses or segments of courses. - .

2. Aid in acquisition, development, or customizing material for faculty who
are 1ncorporating computer usaqe into their courses. ‘ %

<

. 3.. Contribute to- a program of short courses or workshops for training fac-
ulty and students in the use -of terminals and specialized software.

‘4. Produce or aid in the production of brochures, pamphlets, etg., to aid -
in the instruction of computer use.

[

-K:.Mggbers of the Faculty

The general responsiE}lities of faculty members. are as enumerated below:

1. The first responsibility of every individual facultv member at Plymouth -
State College . includes the promotion of the welfare of the College

L S III-6 t _ - v

icé

Rev.* 1/31/76. .




L.

//'fh-;' S .i;ltf .

‘ ’ * P /" ! : e o Y2
‘as a whole, loyalty to its administration and other fazé;ty members, T

and exemplary conduct always in relatjion to the student body. Friénd- '

liness on the part of faculty members toward-other -faculty member and -
toward students is always desirable. This does not preclude the right -

-and responsibility of faculty members to criticize on as objective a

basis as possible, pnesent programs or ways of operation of thé.College,
and to recommend improvements. . ' I—’
.2. Each facugpty member should feel that Le or she is\a part of the tptal -
college community. In.yelationship with the public' the manner in which .
faculty members speak of the College and its program will help to deter- .
mine the regard New Hampshire wiil have for the College. - . \;‘ o
3. In connection with student discipline, each faculty membershould ‘ ‘
recogmize that he/she bears, some tesponsibility for good standards of be-
‘havior on the part of the student body. A faculty member noting an in-
fringement of the Collede rules, destruction of property, or conduct .not ..
reflecting credit on the College, should speak quietly and UHOthUSiVGIY '
to the student concerned. Serious incidents should be reported to the
student personnel deans. Shared responsibility without “trouble hunting”
should be the ‘guiding principle.. » . A ®

s !
4. For policles pertaining to faculty advising of the individual student
and those policies goverring a§v1s1ng student organizations see Para-
graphs E and F, Section IV. . - ’ ) .

Student Grading and ‘Evaluation’ . ' )

’ . i Z '.'u

The faculty has adopt d a letter system of final grades. A B, C, D,

and F represent.leveXs of achievement. The basis for determining a

grade is the relatiye extent to which the student has achieved the ob-
jectives of the course. Outstanding achievement of the objectives of

the course will be ymbolized by a grade of A. Very good achievement .
is syibolized by B. \ A grade of C represents fair performance. A grade

of D indicates the meeting of the minimum requirements of a course., F is
a failing grade. A student should maintain a C average in order to re-
main as a student in good- standing in the College: 1In the event that a-
student withdraws from college, the record should show “withdrawal® and
grade at time of withdrawal, if in class a sufficient length of time to

so determine. If not, a W/X is recorded. l

v

L g X
1. Letter Grades

« »
D
~

2. Incomplete R

A grade of incomplete (IC) may be entered on a record at the. discretion .
of the course instructor when a student has not been able to complete the
requirements of a specific course. Conditions for the removal of the in-
-complete wil} be determined by the course instructor in consultation with
the student. A student may, at 'his or her discretion, élect to remqve an
IC notation by:reenrolling in the course in which the incomplete was re-
ceived, whether with the .same instructor or another, and completing\tte A
requirements of the course -satisfactorily. There is no time limit h-
in which a grade of IC must be eliminated from a student s transcript ex-
cept as imposed by the instructor. ' \
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‘ d. The final grade roster should be marked by the instructor as-IC.
. e. "Permission to Grant Grade. of Incomplete" forms are available in

the Registraz s Office.” . !
3. Pass-=Not Pass Options

» a ) * In addition to activity courses- for non-majors in Physical Education, a
‘student is allowed:to'take a grand total of 18 credits from thé.sopho~ - |
" more through the senior year on a "pass" - "not pass" basis. Required’
. coyrses in -the major field are excluded, but not major field electives. *

5

, . B ‘Also excluded from the "pass“ = "not pass" option are those profes-
o, qional courses (educational requirements) for students in teacher prepa-

ration ) , _ . .
- ' A‘student desiring to»take a course on a "paes1/- "not pass” basis
» e must notify the Registrar. Under present policy, the instructOr may °
' ' ' discuss the matter with the student, but should not be informed of the
. - student's final decision. The Registrar will signify a.passing grade
: on the grade reports for those students who have_ obtained a "p" or
better in courses taken on the "pass" -~ "not pass“ basis..”
4. Scholastic Warnings (”‘ i
a. A system of scholastic warnings is used as a means of informing the
student that his academic progress is unsatisfactory. All grades below
. ' C are reported. Warnings may be submitted in cases in which the in-
structor feels that a student is not achieving the success that he
‘should. 1In general, these are issued at mid-semester, but they may be
" submitted at any time. It is not good public relations to fail a stu-.
dent without prior warning to that student and his advisor.
gt b. The warning consists of the academic standing of the student in a
. . course with the reasons for his grade presented by the instructor.

: Copies are sent to the student and his advisor. The student may be rg-
quired to consult with his instructor-and advisor, and the responsibili--
ty for the improvement of his work rests with the student. The adyisor -
is requested to make a note of the conference with plans for imprdve-:

" ment on the back of the warning slip All warnings. should be returned
to the office of the Registrar. (For the policies pertaining to
faculty advising of the individual student, see Section 1V, E;) .

5. Removing Course Deficiencies . N ‘

: " . If a student has failed a required course, it should be¢’ repeated 1n the
first gemester that it is subsequently offered. Any gtudent who fails
‘ ' a course may repeat that course' anytime prior to gratiuation. The forme:
’ credits and grade points will be deleted from his ulative.record,
but the grade with a line drawn or marked through/it will still show,
and the repeated course will be added.. )
/’ o 3 A N (.'—
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6. Graduate Evaluations

At the end of each semester, faculty members will evaluate the work

of each graduate student in his class. Evaluations are.made on forms -
provided with the grade report sheet, and are submitted to fheW({gis—
trar along fith the grade report sheet. Ao/~ \9"'“4’04 € 57"{ /
grad ormatio See <cnclosdrhe Ho ARppend. x & o >‘")

Student Record Entries B

a. Sifce a 'single letter grade does not tell the whole story 6f a
semester's achievement, faculty members are encoutraged to file memo~
randa regarding the accomplishments, of students in the student per-
sonnel folders. Conferences with students concerning the evaluations
© made ‘of their achievement are also -encouraged.

b. Standardized test results, attendance records, anecdotal reports
from faculty members, and other .data begome a part of a gstudent's
record and are uséd to help determine his success .in achieving the ob-,
jectives of the college. . : .

13
- N B [

. Final Examinatiodns igd Grades, - S .« .

a. Although a final examination period is provided at the end of each
semester, it is not mandatory for an instructor to give a final exam-
ination. Since the final examination period was instituted because of
a large faculty,vote in its favor, an instructor should weigh carefully
a decision not to give a final examination. If he-does mot give a
firal examinationg ‘he 18 expected to meet his class and plan a worth—
6vh11e activity- g%; the class during the final examination period: .

L

.b. Final graded should not be given by individual faculty members t
students prior to submitting them to the Registrar. Final grade re-
ports are to be given only via the grade report form which comes from
the Registrar's office., The Registrar will mail grade reports to stu-
dents as quickly as pogsible. To facilitate this mailing, the Regis-
trar's office will refuse to announce grades in answer to telephoned

- or personal inquiries.

Ending of Coilege Year

( S
a. Because d confirmed 1ist of seniors must be approved by the Boarxd
of Trustees, invitations sent, honor grades computed, and lists of
graduates printed, final grades for seniors must be. turneg‘in three
days prior to Commencement.

’ '

b. As maximum class attendance is particularly desired during the last
month of the college year, all off-campus activities of groupn nched-
uled during the day should cease during this period with the e'ception
of the necessary scheduled sports. '
1. .

c. Por policies on f}eld trips planned for the last month of the col-
lege year, see Paragraph K, this sectiion. .

.
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Tef StudqntiTeaching ¢

. _.'.-,‘\; oo - .
Recording and Administering Student Attendance

a. It is the responsibility of all students to maintain satisfactory
class. attendance. The student is urged to recognize the importance of
his participation in class activities, and to become aware that His
achievement and pteparatibn may be jeopardized by his frequent ab-
sence. Unleﬁs otherwise stated in this policy, it is the option of
the instructor to determine the attendance” policy for his classes .and-
to decide when he will allow students to make up portions or alL of -
the wotk missed; however, in the case’of college-sponsored activity
absences, students will be allowed to make up such portiOna of work
missed ag, the instructor degms feasible. ; , X _—

b. Stndent teachets are subject to the samé attendance rules as the
regularly employed Supervising teachers, within the bounds of the
college calendar. Absences because of sickness of the individual
himself or his family can bé excuséd by the principal or superin-'
tendent - ‘'of schdols. Absences for.pthet causes will have to be agreed
ypon, jointly by principal or eupeﬁ{ntendent and the -college' Director

w,. B
c. Since freshmen- sometimes expgftence difficulty in meeting’ standards
those who receive two or moré D or F warnings-during either semester
:;e 8trongly encouraged to attend all classes during the remainder of
e semester in which the warnings are-tgceived. The Registrar will
ﬁurnlsh department chairmen with a list of freshmen receiving two or
ggre D or F warnings, and they will circulate the list to appropriate

culty membérs. The faculty are requested to hotify the Dean of the

\

College of any ‘subsequent ynexcused absegces on the part of these stu- o

dents.

port the number of.

sheets at the*end o
“<r

Faculty members will take .attendance of such freshmen and te~°

heir absences to the Registtat on the grade neport
the semester.

v

!

College Level Examination far eredit- }

¢ .
A student may examine out of up.to thirty semester hours of courses
with credit subjéét to the decision of the department with the con-
sent of an instrudtional dean. To do this, he must petition the
chairman e department offering the course and the department ,
shall select or prepare a test satisfactory to that department. .
g:e depgrtment shall determine the standards for successful completiOn

xamjiation and the depattment 8 chairman shall certify the
it to an.instructional dean. When department or other college
onnel prepare or administer the examinationy a fee of $5.00 per
course credit hour will be charged, payable in advance: If the credit
be granted i8 not included as part of a student's Jxegular course
ollment, a fee of $10.00 per credit hour will be charged subsequent
e successful completion of the examination, but prior to the .
of the credits. ot ol ey phcn , aaw'LV{;.

t
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- door and a gopy. of the schedule given to the Dean of the College.

-~

a. Staff members are expected to be present and on time for their.
obligations in meeting classes and attenQing committee meetings. 1In
case of unavoidable absence from or delay in getiting to class, the
department chairman and'the Dean, of the College should be notified,

if possible, so that aome.subetitute arrangement can be made for the
, class. .

. ) . \ . .
b. When an ihstructor has permission to be absent from campus durdng
a regularly scheduled class time, he-should insure. that the department
chairman and Dean of the College have been informed and that suitable
arrangements for the tlass have been made, Each faculty member should
establish clash assignments éarly in the semester to insure that the

" ‘class can continue to meet &nd function even in his emergency absence.‘

c. In addition to the above procedure, each faculty membér will com-
ply with ghe following~ . '

(1) igmediately upon return to duty following an illness' obtain
an Application for Leave form from the secretary of the Dean of
the College. - , .

o - 3

(2) complete the form and submit it to the Dean of the College
E o)

Ammediatply. Ty J ‘ ’

(3) For purpose ‘f determining length of time for sick leave, the

following examples are offered: ' .

. (a) absent ‘from college all day, but scheduled for -
* classes in either the forenoon or afternoon - 1/2 day
sick leave - .

Al
' ~(b) absent from college all day, and -scheduled for one or
more classes or laboratories in the, forenoon and afternoon -
1 day sick leave 4 11~

“(¢) illness for any part of a day when classes are not. " A

scheduled - no sick leave
L

'Meetings of the Faculty o ’ ;

As a general rule, meetings of the faculty are held at 3:30 p.m. the ’
first Wednéesday of each month. Faculty members should place this

¢

obligation orr their calendars and avoid conflicts with this date 0/ *KL /
U A

"since it is important that all members be in attendance. For 7p/
(/ ’ <)

Facolty meetings, See enclesvre Yo fippend  x £
Faculty Office Hours .

-

* Each college faculty membar in'expected to be in his office at least

four hours weekly for consultation with students, advisees, and oth-
ers. A schedule of-these hours should be posted on or near the office

III-11
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4.. Commencement and All-College Conwecations

All faculty members participate in the Commencement ceremony, the
q Last Convocation, and other scheduled all-~college convocations.

-

5. -Fr Convocation Pi:ograms J ‘
- .. . . 3 » . S ;
' ach year the college schedules a series -of special convocatidns with :
yaried aims.ryiome are educational, some are entertaining,‘and.pgme ‘ ' '
o

*
v

“further vari campus interests. Students and faculty are encouraged
to attend al ’ - ; AT
":‘o‘q'
[

6. Participation in College Activities , oot

convocations.

Faéulty méhbera are encopraged to attend the various activities of AF 4
the college, such as dramatic pgrformances, cdhcerts, lectures, and : oot
athletic contests. Because. the college is seeking to develop a
broadly’ interested and informed student body, it is highly desirable’

; dhat faculty.members-demonstrate a similar interest, both in the stu-
dents and if their social and cultural activities. Attendance for
staff’ members and, families at most college events, unless it is a spe-
cial furd raising benefit performance, is without charge. Identifica-
tion cards for family members may_be‘secured from the Mdmin'ist:x:at:i.ve,-",L .

r Assistant for Businegs. .

N. Field Trips = - . , : . .
1. -Approval for field trips should be sécured from both the department
chairman-and -the Dean of thé College. The instructor is asked to turn in
to the Registrar at least three days in advance of the trip, ‘an alphabetical
list of the names of studen®g who are to be absent, the date and time .of
the trip,\the person in.charge, and.the'destihation. Copies of this list
will be made by the Registrar's office and sent to classroom buildings for ~
posting. Arrangemenis for transportation and travel expenses must be made
at the Business Qffiée well in advance of the scheduled trip. The in-
structor qpouia'contact the Food Service Manager well in advance concerning
plans for feeding the group. * ) ‘

v

{

Ay

2. It is not desirable to schedule field trips two weeks before. final'
examinations; however, the Dean of the College may grant permission ‘during
these times if he and the department chairman deem the trip a veluable edu-"’
cational experience for the student.
T 8. hhsft:: educational'trip for a class is approved by the Dean of the
B College'; college will pay the necessary costs. When individuals or
groups are selected to represent the college on official trips, such as
B varsity teams, music or dramatic groups, delegates to conventions, etc¢., the
college will pay the necessary costs. When voluntary groups, clubs, etc., -
. plan and carry out trips, it shall be at the expense of the individuals go*~
5 ing«or the group authorizing the trip as a g¥oup activity. 1If college cars
‘ h or busses are available for such trips and are authorized for use, the group
‘shall be charged on a.mileage basis for such use. o

v -
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0. Fagulty Evaluation by students ) . ) .’

‘ - New faculty members are urged to' com:act their department"chairmar‘ fOf
copies of the forms for;itudent eval ation of - individual aculty membera.
See  EncfosuRe 3.-Fo Rpoend. , (¥/s

E; . P. Continuing Edacation Policies oo

- 1.7 Extension o ; . o
oA - . . ) . . . X .
T In '‘providing extension courses, the college is attempting to respond to
P requests and perform a service -for those who seek further education. In-
= ¢+, struction is offered only 'where need is demonstrated and where our re-
sources permit. The following policies are invoelved in cOnducting such

extensiotn offeringsy - ., P

.
v

a. A faculty member interested in teaching extension courses should
fo inform his department chairman and phe Director” of COntinuing Edu~

ey

. . cation in writing,. listing the ¢ourses which might be offered. ' The
. \/} Director of Continuing Education will’ make the final decision on in- ¢
: structors and courses to be offered, . ~ - t

b. Periodically, a questionnaire is sent to Buperfntendents and ‘prin- .
cipals to determine teacher needs for instruction, A list, of.possible
_o%ferings is then prepared on the basis of need by geographical area.

c. Usually, extension course assignments should be, part of an in- y
. structor's normal Yoad, but occasionally becauge of staft shoz‘tages,
they must be handled on ‘an overload basis. -

~

d. In most cases, faculty members will not be permitted to conduct
;/ more than one extension course in a semester on an overload basis.

e. simply because a course is offered in the Continuing Ediication

. ‘ v Catalog does not mean that the course will continue. The initial
meeting or continuation of any extension course is contingent upon
.adequate paid enrollments. Occasionally, for reasons deemed valid
by the Difector of Continuing Educatiop, a course which -does not ;
have the minimum enrollment may be continued oo !

A

f. The final decision as to whether or not a course will be offered
or .continued, rests with the Director of Continuing Bducation and his ..
superiora. » :

g. Normally, regular full-timé students will not take extension’

courses. In some special.K cases, however, permission to enroll in ext . ,
tension may be granted by an instructional dean who will also de- .
termine the method of payment for the course. :

h. Transportation of the instructor to off-campus aites will usually )
be accomplished in college-owned vehicles. Arran emehts for use of
college cars should be made through the secretary bf the maintenance
department. 1If it is necegg;ry to. use a private véhicle, the usual

. , mileage allowance will be made. ~
- I11-13 . . ,
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' N Continuing Education classes will meet a

competence in the offerings involved.

Rev. 7/1/74 . o S \\'

» f N i . S
i. Extension courses will nornally be'conducted in the late after-
rioon or evening. This determination involves:. (a) desires of the .

" group, (b) atfilability of instructor, ‘(c) redular ‘college obliga-
tiohs of instructor, e.g., faculty meetinga, comﬁittee meetings,

coaching, scheduled classes, etc. -

When the time of meeting; including transportation time. includes

the normal meal hour,.meal.allowance ‘covering actual expense, not to

. exceed $3.50 for lunch or'$5.00 for dinner may be authorized. : .,

each-hour of credit. "Doubl -up" of sessions on -the same day ie
not desirable.’ The current Continuing Educ tion Catalog should-be

undergraduate credit may’ be earned.
r". . .
k. Grading ‘the work of extension coirse studepts should be on the .
basis as that employed on campus vi}h full-time stydents and
deadlines for grades are the same.' (See’ Paragraph I, this Seetion.)’

Adequate provision should be made for griduate students to demoristrate *

the high level ‘of work which is normally equcted‘ft this level. -

1. Registration information will be made available by the Regietrara
prior to the first meeting of the class. ) ‘ _ .

m. Questions relative td the extension‘service of’the college/should
be. referred to the Director of Continuing Education. Individual in-
structors should be especially careful that requests faor courses are
referred to the"Director of Continuing Education and’ that such re-
quests arise from interested potential students or from administra-
tors without suggestions from the instructoxr concerned. j?Bi * :

' n. Payment for courses will be announced in advance -of cqntract
. signing. - SN, : e »

Y

Summer Sessions

, )
‘ ‘

d. Summer session offeringa are planned and offered on much the same
basis as extenaion .courses. Presently, surimer sessions must be self-
supporting and employment of regular college faculty members will de-
pend upon the need for théir services, their availability, and their

R
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Q. Exper}mentalxtourse Franchis . ' L 4 ‘

1. Dg;iﬂitiqé{pf the Experimental Course . ’

The College Curriculum Committee, under the experimental course
~franchigef¢gponsors an experimental cJurse through its first of-
fering without a regular preview by the Committee. ' Instead, the .
Committee examines the course merits in a review upon the close
. of the course. ‘ The procedure requires—that a professor,.a chairman,
. and a dean act in behalf ofs'the Cukriculym Committee in avaluating
. and endorsing an experimentyl dourse proposal, at the same time . |
v identifying the fgourse as on& whicH falls within the domain of~the:
experimental course franchise. An experimental course may be one’
which lies outside the area of an already established course, either
in terms of erspective, subject matter, or audience. . :
¢ .

7 2. The Expéri@eqpal Course Proposal Form - .-
An experimental course proposal must be submitted for each offering
of énfégperimentallcourse. The form presents title; description, N
audiencei, ,and instruments to be employed in the offering of the
course. - Additional data such as registration, as well as historical,
and fiscal resource information, are provided along with éndérsements
By a professor, chairmah, and dean. : . .

.

s 3. Timetable , v
N An experimental course may be approved for offering no later than
. two weeks prior to preregistration for 'a regular term in which the
- cOurse would be offered. Offerings of the Division of Continuimg
Education may require some adjubtment in. this schedule. An evalua-
tion is conducted during the offering, and an experimental course re-
port is presented at the first Currictilum Committee meeting following
the courge. - . ' '

.
. : ’
N . ¢

N Q. Evaluyation

. The professor is required to evaluate the expér#mehtal offering as

a course rather than' as a teaching performapce, using instruments
defined by- the Committee along with any other evaluation methods
selected by the professor. The professor digests these evaluations

and ‘then transmits-his/her recommendation to the department chairman

on the experimental course report. This report is published by the
divisional représentative at a meeting of the Curriculum Committee. The
Committee then makes its recommendations aﬁporaing to Paragraph 6 below.

5. Reporting o . : :
In using'uhe experimental franchise, theﬁprofesso; incurs a responsi-
bility to report through his/her divisional representative, the outcome °

. of the experiment. For this purpose, the Experimental Course Report is

used. The form digests reactions of students, professor, and chairman.
_ . f _ : ;

1
.
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rt must be presented to the. Curriculum Commiétee in.its,fiISt

nee ing following the clogsegf -the course, whereupon the Curriculum.
ttge may makeygne of the four recommendations listed in 6 below,

7
# "

" A loq Of experimentdl courses identifying those thus far reported . . ¢

!
Rev.

and. those still to be’ reporteds 'is mdintained by the Registrar o£ the
College. 2 . ) v 4 o
. ‘3". ,_' e - i . ’ ,. / . '. 4 -.’
6 Possibie Recommendat%ons S N < . - ‘4 ot
. 8 -

The Curriculum*Compittee may, maﬁe one of the following four'recommendﬁ~n*

tions subject to. the ordinary review of the faculty‘and administratibn- .

.
v

'a Cbntinue the .initial experimental course through a.second - : -
expérimental offering, with tﬁé time for that second offering - "
zspeciffed- ' o : ,/~ ‘
LN !

b. Convert the course from its experimental status to that of a
regular offering of the Day Division. This option woﬁld require
a new course proposal specifying, for example, a Bchedule of semester
ais arnations; : -
c. Convert the course from an experimental off<
offering of the Division of Continuing Educatio_
. S 4
d. Conclude the experiment with due recognition tohthe faculty member
for innovative exploration.

$ng to a non-listed

-
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STUDENT AFFAIRS

‘Section IV

i

Y OAL the Dean of Student Affairs _“ ) ‘ S .

@ T .

hghe t:dent pErsonnel progranm is directed by the Dean of'Student Affairs.
faculty members may be familiar with the services rendered by .
this office, the responsibilities of the, Dean are enumerated below. w

l Assists in selection and recruitment of degree candidates. Is
responsible for admissions procedures within policies set up by the
Board of Trustees while delegating the operation of the Admissions

' ?ffice to the Dﬁgector of Admissions. ’

A gm.

2.°1s responsible for registration procedures and the maintenance of

records while delegating the operation of the office to the Registrar.

_ 3. Is responsible for‘the new student orientation program.<

4. Otganizes and directs a student personnel program in which each
.Student is assigned a faculty member to serve as his advfsor.

5 Assists faculty advisors in becoming more competent in this role.

. 6. Supervises the work and programs of the Dean of Men and the Dean‘
of Women. - o s ‘
7. Works with ‘students referred from any source, and is available te
all who seek or need the assistance that can be given by a skilled
guidahce specialist. .

8. Directs guidance and testing activities sponsored by the college.

9. Confers with parents regarding the adjustment of students at the
college.'

51 R L 4 g
10. “orks swith dormitory supervisors, college physiglan and nurses,
and security officers in the pxomotion of the general health/and wel—
fare of studemts at the college. . '
> ,
‘11. Directs the financial assistance program, including reguesxs for
scholarships,. grants, loans, and part-time employment. -
° \t§
12 AS responsible for the placement program to serve students, gradu-
ates, and employerﬁluhile delegating the operation of the office to
the Director of Carec¥ Counseling and Placement. s
13. Is in general gharge of standards of conduct for and discipline
of students . /
ro14) Provides administrative direction and supervision for campus secu-~
rity officers in gafeguarding college property and persannel. ’

15. Serves as ex-officio advisor to the Student Sekaté:\\J
. . 3
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. . & o 4 ) b
B. Associate Dean of Stddent Affairs ot "
' <

A primary function of the Associate Dean is to direct and coordinate
" the college,housing program, including the supervision of all residence
hall staff personnel. Under the supervision of the Dean of Student Af-
falrs, the dean enforces college rules and regulations in conjunction
with the college judiciary system. ' This individual's responsibilities
involve counseling and advising students on both an individual and:
group basis. The dean maintains pertinent records and conducts ap-
. propriate research to assure’ bperational effectiveness. Other ad hoe’
and continuinq responsibilities must be assumed which appear to best
, sexve the college community. . ,
C P § ' .. ) s
C. The Registrar ot T 5

1. The Registraq maintains all student personnel records and issues
transcriptsu Grade report sheets, anecdotal reports, rating scales,
attendance reports, graduate evaluations, etc., are filed in this office.

2. All student record folders must remadin in the administration build-
“ e ing and must be obtained frop and returned to the Registrar.’ Their cony,
~ + tents should be treated with the highest deqree of confidence expected of
a professional person. , . -
N R ~

W .o :
D. The Directorsof Admissions T . y, v

“
a k

> The Director of Adm;ss;ons has the immediate responSibility for all
admissions to the College” and has the major responsibility for the °
‘recruitment program.- He/she is alsé the American Testing Supervisor.

-He/she works with foreign students as governmental liaison. ‘ ;

.

E. The DBirector of thelCollege Union . S

The Director has immediate respon51bility for the operation and super-
vision 6f the College ‘Union. The Director also provides the administra-
tive coordination ahd planning for student activities and cultural pro-
gramming and serves as ex-officiogadvisor';o various programming
organizations. . - . p v s

F.. The Director of Career. Counseling,and Placement ’

\

The Director of Career Counseling and Placement has responsibility for -
providing continuing assistance to students throughout their years at
Plymouth in making the transition from college to professional employ-

| ment by counseling and advizing with career decisions. Directs place-

| ’ w ment operation, assists students with part-time and summer employment,

| and coordinates the New Student Orientation Program. :

. L, . .
- ~ . ,IV- )
. g \ '
‘4 ..
. . : “
: »
.
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6‘4( Faculty Advisors to the Individual Stgdent I ) f’ S !‘
i 1. Most members of the ¢ollege faculty will bé asked to sexrve as fac- r

. ulty advisors, and the success of the student personnel program hinges
on the extent to which these faculty advisors ‘carry out their responsi- ,
bilities. 1In general, it is the task of the faculty advisor to help the
student to relate his academic experience to his personal needs and po- .
tentialities. The following list of responsibilities suggests son= of s .
the functions an advisor should perform: v .
" 2 J .
a a. Reglstration and Program Planning: ' .
T ) Y . oo
(1) To help the studenf feel welcome and-to take his place
rin college life.

-2
(2) T> esIhblish a basis of contact with the student upon’ o
which. ‘personnel procedures may be developed. s '

(3) To give general information rel!ltivel to college life and
college problems. a L oo ’ .
(4) Tb be certain that the student is familiar with proce-
dures and regulations relative to curricula offered, require~
ments for graduation, required courses and electives, content
and values of specific courses.

(5) To assist the student in completing the routine of
registratiog

b SCholastic Adjustment _‘i T |

(1) To"discuss with the student his reasons and purposes in
attending college. :

(2) To reconcile this college and its offerings with the stu-
' dent in terms of his abilities, needs and interésts. “

. (3) To adsist the student in evaluation of his scholastic
strengths ang weaknesses and plans for improvement.'

(4) To analyze with the student his personar'efficiency in
study with attention to individual energy and health

(5) To use available resources to, discover the character and
. v quality of the student's scholastic achievement in relation to )
' v ) hiS ment&l abll » - _ ' ’ -

2. In additlon to advising on program planning and scholastic adjust- *
ment, advisors may be Bought out by 'students and asked to provide counsel ,

on personal matters. In the following areas he may furnish advice- and .
assistance from his knowledge and experience;-may coordinate with the

office of the Dean of Student Affairs, or may refer students needing

special assistance to the appropriate administrator.

Iv-3
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a, Health Adjustment:

‘ . ' o (1) 'ro encourage and assist \the student in obse:ving and main- _
. “ : taining good menital and phyeical health. L o B
e “(2) To obgerve the general tone of the student' e energy and_
. N ) vitality. To use the faculty and staft resources for esti- , o
i . ; mates of etudent's balance of physical and mental health. BN N

S
'y

“ (3)  To ca11 the attentioh of the student to available health’
hd : ..services, such as physiciaj, nurse and infirmary services, funds

A : -, for dental and medical assistance, etc., ‘when the student appears’
- . Coo "to be overloqking these services.
o b; Social Adjustment: ; , e . 0 “

g . e . . L
3 . -

. (1) To assist the student in making wise and sufficient selec-

o s tion of suitable activities in line with his abilities and

s . e ‘ interests. To encourage the student to give his support to
' ‘worthy and interesting pregrams for ‘the social good.

-

(2) To identify. prevent, or remedy the social maladjustment

o : - of the gtudent through conferences. obaervation. and use of
© previous records. ° '
L . [ . ) . ‘ & ’
T , . (3) To discuss_with the student the regulatiena concerning ‘ KR
- - college living when the student seems unaware of or unsympathetic . ~
‘ ' . - toward the code of conduct demanded for happy group living.

¢ (4) To develop in the student an apprecintion of the dignity
‘ .. of the individual. ~

. (5) To use available rescurces as a means of understanding and
helping the individual to meet problems of social relationships
in the classroom, in the dormitory, with friends and family. .

c. Financial Adjustment:
(1) To assist those students needing financial help to analyze
their financial obligations and responsibilities.

(2) To assist eligible atudents in filing applications for
scholarships and for student loans. A

(3) To indicate avenues of gainful employment known to the ’ :
counselor that may be open to the counselee including work
opportunities at the college.

3. Each advisor is requested to consult with and contribute to the per-
sonnel folders of his counselees. A record of pertinent factd obtained
during interviews should be filed in the student's folder.

t N 4

‘ .- Iv-4 -

rev. 7/1/74 o 0




l : '
;}Vz’ Ihcuf!y AdviSors-to Student organizationa

. M . N .
. . N . : T e
- . .t
- : d
~
> . . v
4 -
| , V] , ‘ -
, .
.

. ’J
' '\ s student membéership in the various student orqanizations may be as=
sumed to be a part of the overall educational process, faculty amembers
are exfiected to assume their fair share of officially advisinq these
organizatigns. . S ——
, . - - e . - @
‘ _ 1. General Folicies ' ’

——

-

. \

a. 2 student activity should measure up as a-group activity in the

development of good citizenship-and of other worthwhile values for

the persons participating in -it. Many out-pof-class activities are

student activities, which are initiated in that they are determined

and planned by the students with the assistance of interested faculty
v members. .

b. All organizations and activities are supervised by the colleg

-and are subject to college control as to activities and budget. As
the President of the College is responsible for itg.administration,
he has the power to veto any proposal of any college organization. .

.

2. Selection of -Organizational Advisors

‘ : Student Organizations submit the names of two faculty members as prospec-

tive advisors to the President of the College. The selection restgrwith .

the President, after discussion with the nominees, and assignment is made
: . ,on the basis of interest, class load, and other responsibilities. . Advisors -
‘ should attend all functions of their group free of charge. . .

3. Dnties of Organizational Advisors

- a. To consult with the President on the background and development
' of the activity for the purpose of gatheriny all pertinent informa-
tion about the organization and to keep the President informed .of
the program and plans of the organization.
- N ,
" b. To'be present at all meetings whenever possible and to expect
that he will be notified of meetings. . N

.c. To see that the place'of meeting, or that any event is registered
- and cleared in the,office of the College Union Director at least seven
: days prior ‘to the event

| \ d. To make clear to the organization the regulations concerning -

- ’ lights, equipment, "no smoking”, etc., as they apply-in specific
buildings and rooms. This information may be obtained from.the °
Director of the College Union, Business iManager, or the custodian.
e. To keep careful supervision of all business activities so that
the organization remains financially ‘sélvent and that it follows
the uniform system of accounting used in the college. The business
office will explain the procedures to be followed in drawing on the

‘ . funds or in payment of bills. No organization may maintain a

. -

Rev. 7/1/74 -




4.

should be referred to the appropriate a&qinistrator.

separate “account at a’ benk ' but- should deposit fundl 1n the Student
Activities account in the business office. As a general rule, no

petty cash fund in excess of $10 should be held by any student or-
ganization treasurer. 'No advisor to a student -organization should

sign for, or authorize the sending of advance payments to individuals,’

agents, or groups hired to furnish.talent or entertainment. Any
exceptibn to this should be authorized only.by the Business Manager
or the Preeident.

£, To become familiair with atudent regqlatione, doxmi tory houre.
etc., as found in the Student Handbook. Any additional questions

g. To follow. through on the responsibilities and obligatione vhi.ch
have been delegated to students' to see thet they have l.e an eet,ia-
factorilyl-cleared.

Standards ‘'of Behavior ' :
/ . ’ - r

‘a. It is assumed that college students will maintain etandarde of .

behavior which are acceptable in the college and in the community.
The faculty advisor is responsible for the general behavior of the
organization and should make clear to the gxoup and individuals
what is expected.

) .
b. Any major departure from previous practice or program should
be discussed with the President of the College before the orqenize—
tion takes definite action. . )

Scheduling of Events by Student Orqanizatidns

A

a. Any officially recognized college orgenizetion may schedule an
activity at any time within reasonable college hours.. Reservations

‘and charges are based upon the criteria listed in Paragraph J.,

Section VI. Requests are generally granted, provided suitable gpace
is available, the event does not interfere with an all-college event

© or scheduled classes or with the reasonable activities of the college

6.

Rev. 7/1/74. .

as an academic institution, and no extreordinary danger of damage
to persons or property seems evideet

b. cleeran,ce ot- such events must be secured from:

(1) Faculty advisor )

(2) Director of the College Unijon, if a eocial event is involved
(3) Business Manager for cost of facility

(4) Food Service Manager for related food service

N

Chaperons

a. Social affairs must be chaperoned by .two faculty membere Aand/or
special police. Dances held at Silver or Speare Halls require at

Iv-6
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LY . .
, N . = . . ‘
’ . ‘ . least one special policeman.on duty in addition to chaperons. If ~
i chaperons are not available, a student chairman may substitute; how-
ever, the student chairman is charqed with the overall responaibility
for the social event.
b. Any pefhgps creating a disturbance should be spoken to and, if
necessary, asked to leave. In certain cases, the preservation of
order may require police action in accordance with the provisions
of the Student Handbook.

c. Failure to obtain proper coverage may result in the cancellation
.of the proposed social event.
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19
‘ . 4
. - -
-
pvs . . . . N
. .
.
® | / )
: .
'} -
. )
, ..
2 ) " .
d ¢
. ]
4 '

s

\ . A

Ty

-
]
- _ .

‘ . Rav. 7‘/1/74

I‘f- 7 ~




*

Rev. 7/1/74 3

6,8

Section V ' - ) . t
n.\;gho Asaistant‘gg_the President . r S

Under the direction of the Assistant to the President, this indiviadal

Under the immediate supervision of the President, this ininidual has
general responsibility for those external affairs enumerated in this
section. He: (

1. Monitors and coordinates college developmental activities to

include supervising the efforts of the Director of Public Relations .
and the Alumni Ekecutive Secretary. L
' »
2. Performs or coordinates aesignated»institntiong; research, long
range planning, and special public relations effotta.' .
3. . Coordimates the planning and implementation of annual and upecial [L'
fund drives. ) '

4. Assists the President in the preparation of special torfespondence(
surveys, and projects. -

5. In conjunction wikh the Associate Dean of Instruction, maintaing
information on sources of grant funds. . -

-~ .
A

6. Advises and assists faculty members in the preparation of proposals v
for federal and private research and special project funds. All proposals

for external support will be protessed through this office, and assistance
will be provided in the preparation of budgets and the dotcrmination of
indirecct cost data.

The Director of Public Relations

W

is primarily responsible for communicating and explaining the role and

' functions of the college in order to maintain and increase its support by‘

the public. 1In accomplishing these objectives he-

1. Coordinates and consults with administrative officers, department .
chairmen, and individual faculty members to keep abreast of new develop-
ments and to insure the most reasonable and balanced news coverage pos-
sible for all elements of the college.

2. Writes, edits, ;nd distributes materials in news form; assists

"departments and sections in planning and effecting their own promotional

events .

‘3. Provides journalistic photo coverage, specifically tailored to the

requirements of appropriate news media.

4. Provides editorial, photo, and graphics advice and assistance to
the‘%ditors of other college and departmental publications.

v-3, .
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C. The Alumni Executive Secretary R E //iﬂ ‘
« , ; ‘
Under the direction of the Assistant to the President. and responsive to
‘the Plymouth State College Alumni Association's Board of Directors, the
Executive Secretary is charged with implementing the policies anq/ProngMB
of the Association. - In conducting Alumni Affairs, he is fully concerned
with developing the best interests of the college and “its interdepéndent
affiliate. He\\\ : . s :

- /
J

: Honitors and assists in the Alumni fund déive.
Maintaing Alumni récords. /
Coordinates annual elections. //
Prepares the-Asdgciation s budget.

Accounts for all monies received and disbursed by the Association.
Publishes and edits the Alumni quarterly: "Conning Tower Gleanings"
and periodically publishes the Alumni Newsletter.

/

A UtdWwN

7. Arranges for reunions and homecomings.
8. Works with students, and pargicularly the seniof class, to develop
awareness of the Alumni Association, its funcclons, and its need for
v contlnued support.(
./
) ¢
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gectt 'vx | BUSINESS AFPAIRS
action

A. The Business Manager . i A
a. The Business Manager .is res ponliblp to the President for: .

f. physical Plant Operation and Maintenance ’ o
2. Purchasing - g
3. Pood Service Operations

4. Non-Academic Personnel OPerations

5. Bookstore Operations R . ©
‘6. Summer Conventions and Conferences

7. Land Acquisitions and Negotiations 1

8. Budget Preparations and Financial Allocations

9. Monitoring cash receipts and disbursements

"B. Duties of the Superintendent of Buildings and Grounds

—<IN Under the general direction of the Business Manager, maintainn the
i;} ‘plant gnd:equipment of the colleqe. 4 . - '

2. Maintains and asligns colleqe vehicles for travel.

3. Within the bounds of regularly established policy,-attends to

requests for emergency repairs of services for established college
" functions. Material alterations in structures or equipment which involves
long term policy or considerable sums of money must be previously cleared’ '
by the Business Manager.

C. Duties of thg Administrative Assistant for Business T . ’ d
4
1. Maintains personnel records, prepare payrolls, both ltaff and
student, and distribute payroll checks. All faculty members should
be sure to give him withholding sYips for tax purposes, proof of birth
date for retirement purposes, and desired doductions from pay check for
various. insurance or other benefits. . . . ’

2. Issues identification cards, parking permits, etc., to college ltaff.

3. Receives reports of injurien to employees as soon’ as poslible follow-
ing the injury.

4. Asgists in budgeting and accounting procedures. 0

D. Dutjes of the Bursar s Office

Receives and accounts for all monies for tuition, room, board, activity
« fees, and other college receipts which are not from student activity
sources. ‘ '

E. FPaculty Assistance in Budget Preparation ’

1. Department Chairmen and individual Faculty members will be asked to
assist in preparing estimates for instructional ‘items to be included in

g S vI-1
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the biennial budget. Thus, all concerned with the dcquisition of equip-
' ' ment and supplies should collect materials relating|to materials they ]

. anticipaté needing so that they will hdve a basis for making an es imate

) of the costs for the two-year period: covered by eacr budget. - 57

N . M D

2. While an effort will be made to have some leeway in the budget for
unanticipated needs, major items must be included in'the biennial budget
or no appropriations are made for Suduiitems and n? funds are available
for their purchase., . v 2 '

h

3. The budget is prepared in the spring of eben-nu#bered years. The
 Business Manager will requést ‘data from faculty members relating to
Ytheir eégquipment needs’at that time. These reiquests will be consolidated

and c?o‘dinated through department chairmen. P .

F. Requisitions for Supplies e o, *
{ -4
1. The bulk of school supplies is ordered -in an annual order and
requisitions for this order are due on June 1 from each department
desiring supplies. Delivery can be expected by September 1. Normally,
. -a full year's needs (including summer sessions) should be anticipated
and oydered. T

2. These requisitions should list the item alphabetically, with full
description, and unit and total costs. The standard requisition form
. available in the business office should be used in duplicate and de-
. partment chairmen should furnish a consolidated requisition for their
. ’  departments. Annual and Supplemented requisitions should be left in
the Business Manager's mailbox in the administration office.

' G. Bookstwe Requisitions and Policies °

1. The Plymouth -State College Bookstore is operateé for the institution
by a concessionaire, Campus Stores of-Mdgsachusetts, Inc. The college
Buginebs Manager has supervisory responsibility over the store,” handles
all official negotiations, and works closely with the management on all
operating policies and matters. : '

2. (THe Bqokstore provides all textbooks and materials for course rer
quirement in accordance with the procedures outlingd below. It stocks

’ college-relatéd merchandise, jewelry, physical education equipment,
coileqe-imprinted items, art supplies, room accessories, class rings, etc
It will handle special orders for all faculty, staff, and students.

* 3..A11 approved and supplemental book requisitions will bé&prepared in

N ' ”5‘ , duplicate by individual faculty members on forms available in the )
~° “f’s. .Bookstore and the administration bnilding and submitted to the department
oot . chairman for approval and forwarding to the Bookstore Manager. Annual

requisitions will be submitted according to the following schedule: -

For use in the first Bemeséet - by end of preceding college year

_ For use in the second semester - by péceding November 1 >
. For use in summer session - by preceding. May (to Assoc. Dgan) .
. , _ . .
vI-2 X
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4. To assist the Bookstore Manager in determining the number 3¢ books .
to order, all book requisitions are to be- designated in one of the folj\
lowing categories: .
A, Required -.A text which includes material for which the student
will be held responsible. -#Text will be stressed by the Ingtkuttor
as the basic work around yhich thegcourse is structured. ' N .
' L
b. Recommended - Suppl Btary or squeﬂted readings. some portions
for which ‘the student may be held reSPOﬂSible'
c. Bibliography - One or more texts within a range of choices N
offered to the student. Thus, the student has responsibility for
a specific number of titles within the complete range offered,

d. Supplemental 1\Books which any faculty' member would like to have
the Bookstore keep in stock as additional independent reading materi—
al for the studeﬂ%.

So that requests may be anticipated, faculty membet’s efe urged‘to
the Bookstore fully informed of the need, for texthiooks in any par--
ti tar class. .

5.

6. As publishers will not honor the Bookstore request for desk copies,
individual faculty members must arrange for and procure a desk copy
directly from the publisher.

7. Faculty members may purchase or rent caps, gowns, and hoods for
academic convocations through the Bookstore and the manager will be
happy to coopirate in the.ogrdering of any special supplies or books for
faculty member and their fimilies. A y :

7

Printing Requirements

. 2 . )
1. Individuals and organizations requiring specially printed programs,
brochures, etc., are urged to use the college duplicating and copying
facilities to the maximum extent possible. ' '
2. If the services of an outside printer are required, however, all re- .
quests must be processed through the business ofi\l

3. Printing requirements up to $300.00'may be processed and approved by -
the Business Manager. Job requirements in excess of $300.00, however,
must be processed by the business office and forWarded to the University,
where contracts are awarded on the basis of compet#tive bidding.

Travel Regulations o ‘ . ' .

1. Use of college-owned vehicles

a. Staff members may reserve a vehicle through the secretary'in the
office of the Superintendent of Buildings and Grounds. in advance of a
proposed trip. No employee or student shall drive a callege-owned

VI-3
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-vehicle unless he has prevyiously been issued a valid State Operhtor's
License and proof of authorization in the form“of a permit issued By . -
o the Superintendent of Buildings and Grounds. It is the responsibility

of the faculty members ar,tanq:l.ng trips to see that student drivers
have pmper pemits. .

\

., + b COllege owned or leased motor.vehicles shall be used onlx for off:l.-
‘cial purposes, not for personal or family uss, unless the family mem-
ber's presence is a generally accepted practice arising from the colleg: *
employee's work, such as attending a profeu:l.onal conference, alumni .
meeting, etc.

C. Operators of college vehicles shall keep accurate records of
destination and mileages, purpose, gasoline and oil use, repairs, and
other expenses on the forms provided in the vehicle key case.

2. Use of Privately Owned Vehicles

a. Use of privately, owned vehiclea on college business will be per-
mitted and ;‘eimbursed for at the rate of twelve cents a mile. Mileage
will be paid from the staff member's residence or the tollege campus,
whichever is less. The above mileage rate is expected to cover all
- operational costs of the car, other than toll charges or parking fees.
The transpottation of students to a profess:l.onal maeting or conference,
as on a field trip, must be approved ‘in advance by the Dean of the )
College. 3 : ’ o
b. Owners of pr:l.‘zately owned vehicles used for college travel shall
procure and maint&in public liability and property damage insurance
including "fellow employee rider clause.” This insurance coverage
should be-secured from your insurance company and a copy provided for
@ the files of the Superintendent of Build:l.nga and Grounds. - iy
c. ¥When a personal car is used, the names of aut‘oi':l.zed official .
. Ppassengers and the distances each one or more passengers may liave trav-
/ /eled should be listed on the in:l.leage voucher.

t

3. ..Out-of-State Travel | \ -

a. Official out-of-state travel must be approved in advance by the
College President. Requests should be addressed through the depart-
ment chairman to“the President in@¥iting and must spacify place, pur-
pose, and estimated expenses. TR ' '

a
- l

b. The department chairman will :I.ndic&tg his approval on tha‘t’ﬂ and
his recommendations as to reimbursement. ' .

? . SR —
“~ ’ _,VI-G ‘ -
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, c. The President will review the prcpled recomendationi in con-- -

PO , “ junction With the dapattme t's budget, determine allowable reimburse-
K. / ment, and approvo or deny the request. .
A, . " d. 1In all cases where the peuon is the official r'epr}eqahtative of

the college,. full expenses will be met. In cases whare. a faculty.
member is attending a conference in his professional field, he may

. il;.m “’,“?d to bear some of tlie expense.

. 4. Travel Reimbursement ‘ -

'

a. Travel is reimbursed upon tim rendering of an expense account,

properly supported by evidence of expenditures and tra?®l aythoriza-

tion in the ‘case of ocut-of-state travel.

Keep all hotel

11s,

a

40

—~ ¢

pullman car or airli

c atubs, ‘registration fee receipts, ‘tyll
payment tecaiptl, Btc., to

support: claims for expenditures /

“' b. ~Total meals, for one ‘day ahould not excpod $12 .in ordar to be

-

allowable !.'or reimburaement.

c. Any meals purchased exceading this limit mult be attuted by

g )

]

sales glips or other approved certification attached.

This is to

- care for the occasional hotel banquet which runs over g:his Iimit. d

n

- Attendance at a meal exceeding the li?tted amount must be. a necds-
sary part of the purpose of the trip if the excess amount is to
reimbursed. ‘official conference meals with speakera fall in this '

category. 2 . /' - o,

4

d. Submit expense accounta for travel reimbursement at least
monthly and do not allow large:amounts to accymulate.
tant in keeping the travel account current and making decisions -
about allowable travel.

r

5. }‘ta\vel Arrangements and &ickets _ . - d

Travel arrangements and tickets are individual to:pcnlibiLiti“. Row~

This 1is inpor- .

ever, assistance may be procured through such agencies as the Lakes Region .

Travel Agency in Laconia (Tel. 524-2500) or through the Travel Service
of the Mechanica National Bank in Concord (Tel. 224-1771)

J.._ Use of cOIJ,ege Facilities -

s

1. The use, priorities, and charges for college facilities by collpge
and non-college related activitles, organizationl, and ipdividuals, ‘are

based on the followinq- * _ .- . , .

o

K

,afﬁé‘iorities L o L

(1) The !.'irat and ove:z‘idihd priority for the use of any colleqe’n

.
|

LY
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facility must go to the collage®™s regularlg scheduled educatiznal o




programs (i.e., schedule’&’ classe ) .

» ed, S tal activities (1. e.,ﬁrdepartment
meetin@s, special lectures. etc. )

PR . (3) 'l'o college recognized groups, activities and organizations :
‘ ' T (. e., meetings, no-charge /performcnces, ete. ) .

(4) To college recognize,i groups; activities 'and orqanizat:.ons
who charge a fee to stude‘nts, faculty, and/or staff for their ser-
~ viees or (actiw.ties N C Ly

-~

(5) ‘To elements of, the state, county, ‘and local government ( i.e.,
. Cooperative Extension/ Service, civil Service Commiss%on, etc.)

(6) To area no-charge conlnunity services (i e., Boy Scout ‘evevs,
4-H c1ub meetings, etc.) . i : . ‘

M 'rq Plymouth area non~profit community g,ervices (ite., Red’
Cross class for which a fee. is charged, Hospital Bazaar, etc ) »
‘ 4
v (8) To serv:.ce-orj.ented organizations who charge a fee for their
services or activities (i.e., Rotary or Lions Dance, Methodist
Men ] Conference, etc.) L

(9) To profit-making individuals or organizations.

. b. Charges _ : | ~

/

o

(1) ;l?here w:.ll .be no facT]iity or service charges assessed
against those organizations which sponsor events or activities.
which fall under the first three priorities listed above.. Normal-
ly A charge will not be assessed ‘against ordanizations or activi-~.
ties whose special presentations or events are regularly sponsored
by the college (i.e., Red Cross-Bloodmobile), which are directly
sociated with or support regular college educationai programs,
i.e., an educational workshop. sponsored by a state agency) or
which are associated with other elements of the University System
' (i.e., an area meeting of the Keene State College Alumni Associa-
tion). If under Priority 4, a college recognizéd organization
charges a small fee to simply defray the cost of film rental,
speaker honorarium, etc., a minimum service charge may be applied
by the college. If, however, the proceeds supplement the organiza-
tion's treasury, charges for Priority 4 will generally conform to
those listed below 3nd applying to Priorities 5-8. B}

N

(2) Guidelines for E'acility C;'targes
(a) ’"College Union Facilities 4 L, :

P
$60.00 a day t‘or the ‘multi-purpose .room; $30.00 for 1/2 ¢
S%emiper day for lounge or double rooms, $15.00 for mo ng,
$15.0 afternoon, . and 615,00 for evening. For smaller

, ‘ ' *or evening.
N . ! g a  vI-6 o, ’ '
+ N . . ) . >
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Individuals scheduling for student organizatxons are also referred to
Paragraph G-5. Section Iv.

Transportation and Facility Charges

-ordination with the Business Manager, will be granted some flexibility

" Continuing Education.. These directors will confer and coordinate
" with the Business Manager ¥ho will alqs be the primary contact for

‘of the College Union. If meals or refreshments desired, arrange-
' ments must be 'made with the Food Service Manager "and the Director of

(bY Other Campus Pacilities

$150 00 for thé Field House or Gymnasium--plus setup charges -
of $100.00 for sttge and sound system and $50 OO for floor
setup

'$ 75.00 for Silver Hall Auditorium - o -

$ 50.00 for Speare Multi-purpose Room

$ 30.00 for Hall Lecture Audg.torium ‘ ,

$ 30.00 for Boyd 120 . L
$ 30.00 for Library Exhibit. faeility

$ 50 00 for Swimming Pool plus costs of life guard and superviso-
-~ 'ry personnel. t

All other smaller rooms will be charged at the rate of $10.00

for morning, $10.00 for afterncon, $10. 00 fofsevening.

(3) On those occasions when profit-making individuals or organi- .
zations are granted the use of college facilities under Priority 9, ' -
or on those special occasions when a fraternity, sorority, or class

are granted permission to sponsor a large pop concert, charges will

be assessed as in Paragraph (2) above. In addition, such organizations
will be normally charged 15% of their gross profits, plus the costs of R
special physical or security arrangements, extraordinary clean-up,
maintenance, and repairs for any damage which® occurs.. - v

(4) To provide a competitive advantage in attracting and accom-
modating conferences and workshops, and to insure sponsorship of
special activitids, the Director of Continuing Education, in co-

in negotiatinq the total charge. . &

Initial Contacts, Arrangements, and Scheduling

Within thé above priorities, the college calendar will be prepared by
the instructional deans and other college administrative officers.

The Director of the College Union wi}l be the primary contact for

campus organizations desiring to utilize College Union facilities.
Agencies and individuals desiring to arrange for workshops and edu-
cationally oriented conferences will be referred to-the Director of v

those non-campus organizations which wish to utilize college facili-
ties on a one-time, overnight,~or other short-term basis. The above
administrators and those members of the college community wishing to
schedule a facility under Priorities 2, 3, and 4, will tnsure that
room reservations for special activities are cleared with the Director

Physical Plant contacted for special seating and setup.

jad

— 2
Use of college cars and trucks shall be charged to the using department
or organization on a mileage and minimum charge basis.

Transportation of authorized college personnel on all-college business in

connection with the college administrative or instructional program, h
& ’ ’ . * VI-7 a
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transportation of equipment and supplies for the same kinds of programs,
. etc., will be made upon the college budget.

3. o:ganizations supported by student activity fee allocationa. dues,

.admissions charges, etc., will be directly billed for facilities, equip— B <

ment, and vehicle and staff time, according to the discretion of the —
‘Business Manager. . _ L

. é . A .. . . . -

Telephone Usage ’ ‘ AL - T~

1. College telephones, except pay,stations, are for business use or
necessary personal use by staff members because of their employment here. .
Only college faculty and.staff members are’ authorized to make long distance

aqulls.- Before calling long distance, Please be sute that it is necessary
“to the efficient transaotion of the college's business and that other
cheaper means of connnutication would not be an adequate substitute. For
aly long distance calls within New Hampshire, use the WATS service by
omitting thefarea code and dialing 81-1 preceding the seven digit number.
2. All business long distance calls to include- WATS calls made by staff
members should be recorded on the telephone. toll call tegister pads pro-
vided for each telephone.

3. No persdnal long,distance calls should be made on college phones..
Use the public pay phones instead for personal long "~ distance calls. .

Parking Permits

,Faculty members should obtain parking permit stickers from the Administra-
tive Assistant for Business, Parking lots available for faculty use are
situated adjacent to the boiler plant and Rounds Hall, beside Memorial
School, to the Bouth of Boyd Hall, on the north side of Silver Hall park-
ing area, and to the east of the Physical Education building. The Speare
Hall parking area is designated for the building staff and official visi-
tors. Other lots are normally for student and general public usage, un-
less taculty lots are full.

Identification Cards -
Application for identification cards for faculty membe¥s and the members
of their families may be submitted and processed through the business
office.

Moving Expenses

1. Upon recommendation of the Dean of the College and the President, the
University ,will pay up to one-half of the cost of moving furniture and
household goods for new faculty, subject to the following maximums:
(Personal travel expenses or subsistence of the individual or his family
are not reimbursable.)

-

Less than 200 miles $100

200 £o 500 miles ' \ $175

* 531 to 1000 miles | $350
. 1001 to 2000 miles $425

Over 2000 miles I $500

Rev. 7/1/74
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2. Reimbursement will be made upon submission of appropriate forms,
L through the Dean of the College to the Business Manager wha will for-
‘e - ward, it to the University. - . . .
, .
3. When the move of furnitute or goods is made by other than a com-
mercial service, the following limitations apply:

a. If the move is made using a rented trailer, one-half of the
T trailer rental and two cents.a mile for additional automobile
: ' costs will be allowed. One-half.of the cost of packing materials
will also be allowed. = . ' . S
] . . ’ . LY
b. If the move is by rented truck, the one-half of the truck ren-
tal, including gasoline if separately, charged, will be allowed. One-
half of packing materials costs will also be allowed.
‘ . ® '
c. Highway toll charges are not reimbursable.
-
d. Reimbursement for one trip only will be allowed.

P. Dispgsal of College Property - Lo

. Disposal of movable equipment and supplies which have been deemed by sthe.
departmental administrator responsible for a particular inventory to be
"worn out", uneconomical to repair, or obsolete, shall be determined by
the Business Manager. He may elect one of the following methods of
disposal: : | v ;°’
. 1. Transfer the item(s) to another unit within the University System
which can utilize the item(s) or to the Purchasing Agent's inventory for -
possible ‘future assignment. ,
2. sSell the item({s) at public auction or ky other means as deemed ‘ap~
propriate given the value and nature of the item(s). The proceeds shall
be deposited to the "Miscellaneous College Receipts" account (s) or other
appropriate income accounts designated by the Vice President-Treasurer.
Any item of an estimated value of $50.00 or more must ba advertised for
sale. Items of lesser value may be advertised depending upon the Busi-
ness Manager's judgement of staff interest in their purchase.

3. Sell the item(s) for junk or reclaim value and deposit the prpceeds
to the appropriate income account designated by the Vice President-
Treasurer.

4. Instruct the department administrator wishing to dispose of the item(s)
to remove the item(s) to the local dump facilities (or give it (them)

"away) .
0. Receipt of Cash Funds on Behalf gg.thé College .

4 ..
Receipt of cash through the sale of college property, services, or by-
products of its activities shall be properly documented and the cash

® .. | o
Rav. 7/1/74 ’ ’ )
v | | 44 L .

» - . » 7




deposited to the proper account in accordancelkiﬁh procedures set forth
in the Standard Practice Manual (Section II, H). Under no-circumstanhces

are -such cash receipts to be used for personal purposes or for unauthor-
N - ized college activities or maintained in so-called petty cash boxes" in
: departmental offices. . : _ P
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Section VII

A.

B.

c.

‘appropriate department chairman of Plymouth State College.

CONDITIONS OF EMPLOYMENT

Appointment and Tenure

A8

1. Al mégb@rs of the faculty without permanent tenure are appointed

for one year terms which may be renewed following an annual review of
individual performance by the Dean of the College,.the Associate Dean
of Instruction, the chairman of the department, and the President.

2. Permanent tenure is a status conferred on faculty members on their
demonstrated merits without regard to the period of time served except
as provided in Appendix C. Such tenure can be acquired only by afgirmativq
action of the, Board of Trustees on the recommendation of the President
of Plymouth State College as advised by the Dean of the College and the

L4

Facuitx”Anuiggggnta
1

1. Responsibility for scheduling faculty assignments for instruction,
research, and service rests with the:department chairmen, instructional
deans, and President. Assignment to college committees may be made by
appointment or election. ‘

-

»

2. Paculty members are expected to exercise jud ‘t and conscience in
#ulfilling assignments. In the event that a member of the faculty finds
that he must be absent from the college or is otherwise unable to meet
scheduled responsibilities, it is expected that he will so notify his
department chairman as far in advance as possible. o ‘

3. Members of the faculty may undertake oftaide professional services
as long as these obligations do not imphir the instructional, scholarly;
and other services which they are expected to. fulf£ill in the nature of
their college employment."The saervices so undertaken should be of such
character as to sustain the prestige of the college and the professional
competence of the faculty member. It is expected that such outside ser-
vices will not exceed a time equivalent to one working day per week.

4. Major obligations must be-made a matter of record; through the
department chairman, with the appropriate dean or the President and
receive his approval. In the event a faculty member is in doubt whether
outside obligations might impair his instructional, scholarly, and other
services within the college, he is expected to consult with his depart-
ment chairman, and deans oOr the President.

Academic Freedom

-

1. The college believes that a teacher is entitled to pursue truth
wherever it lies, to freedom of discussion in his classroom or elsewhere
in his areas of academic competency, and to his rights and responsibili-
ties as a citizen. . ) 2

BN r
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2. It therefore subscribes in principle to the following«exéerpt; from
the 1940 Statement of Principles of the American Association of University
Professora: -

"(a) The teacher is entitled to full freedom in ressarch and in the
publication of the results, subject to the adequate performance of
his other academic duties; but research for pecuniary return should
be bazed upon an understanding with the authorities of the institution.

(b) The teacher is entitled to freedom in the clasaroam in discussing
N his subject, but he should be careful not to introduce into his teach-
ing controversial matter which has no relation to his subject.

Ag)  The college or university teacher is a citizen, a member of a
learned profession, and an officer of an educational institution.
When he speaks-or writes as a citizen, he should be free from in-
stitutional censorship or discipline, but his special position in
the commnity imposes special obligations. As a man of learning and
an educatiofial officer, he should remember that the public may judge
his profession and his institution by his utterances. Hence, he should
at all times be accurate, .should exercise appropriate restraint, should
show respect for the opinions of others, and should make every effort
to indicate that he is not an 1nst1tution91 spokesman., " .

Lines of Authority

-,

1.  rinal decisions concerning faculty working conditions of the Plymouth .
campus will ordinarily be made by the President of Plymouth State College.
Faculty or staff members who believe they are wrongfully treated may ask
that the Faculty Welfare Committee make a recomnendation on their behalf.
It is hoped, however, that faculty and staff members will give the Presi-
dent every opportunity to effect aatiafactory adjustments before any ap-
peal to other sources, and will feel free to discuss frankly with the -
President, the conditions of their work. Faculty and staff members should
work with and through‘their department heads.

2. From time to time, the faculty member may expect a conference with his
department head, the instructionaki deans, or the President, looking to the
maintenance of his work at a high level of professional competence. Fac-

_ ulty members are urged to keep administrative staff members informed and

to seek their advice on problems or proposals.

Faculty Ranks and Compensation

1. Members of the facultb are ordinarily appointed in one of four ranks.
The following standards are used as guides, subject to exceptions in unu-
sual circumstances, in making appointments and promotions.

a. An Instructor ehall have completed, or made substantial progress
toward completing formal advanced study appropriate for his field.

b. An Assistant Professor shall have completed formal advanced

VII-2
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atudy appropriate for his field and have had successful taaching
"or other relevant experience.‘x

"c. An Associate Professor shall have completed formal- advanced

~ study, have had severdl years of successful teaching or other rele-
vant experience, and have shown evidence of professional development *
and scholarly interest as reflected, in research or other individual
creative eftort. ) : -

d. A'Professor shall have a béckground‘of successful teaching and
research, marked by the perspective of maturity and experience, or
some truly outstanding creative attribute generally recognizable in
the academic world as a special asget to a university faculty. - <.

2. Minimum requirements used in determining eligibility-for a particular
rank and present approximate salary scales are given below. Special ad-
justments can be made for outstandinq\applicants or where the commonly
accepted advanced §tucy appropriate for his field terminates at a dif-

',ferent degree level than shown below. -

. Yrs. of Educ'l. Usual Usual
Rank Education . Experience Min. Max.

Instructor -Master's degree -3 ‘ - § 8,500. $10,500.
Assistant Prof. ~Master's plus 30hrs. -5 ., 10,000. 13,500.
Associate Prof. -Doctor's or equiv. -5 - 12,000. 15,500.
Professor ~Earned Doctorate -7 14,000. .22,000.
' V4

3. Although tha above salaries are for teh months, occasional opportuni-
ties exist for summer session or extension course teaching at added

compensations. Faculty members whose responsibilities demand it will be

‘appointed on a twelve month basis. (See Paragraph M, Section III.) R

Evaluation Procedures for Paculty Compensation and Promotion
1

1. Promotions are made on the basis of demonstrated individual merit

with some consideration also paid to time in rank. Compensation is
determined based upon consideration of the guidelined%enumerated in >
Paragraph 4 (below) and upon judgment as to the individual's merit. 1In
making these judgments, the following sources are normally utilized:-

a. Faculty Report Sheets

b. The department chairman's report and comments

c. Instructional dean's report and comments \
d. Student evaluation summaries -

e. Peer evaluations

2. Compensation

a. Annually, and midway in the'first semester, each faculty member is
requested to complete a Faculty Report Sheet, listing his achieve-~
ments and activities for the year. (See Enclosure 2 to Appendix C.)
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This brings to the attention of the evaluators, all those matters
vwhich the individual feels they should know in oréer to assist
- them in their judgment.

b. The department chairman reviewi'tﬂh report aheet.'nakel his'com-
ments based upon his evaluation of all available sources, and
using the report sheets and other critéria, recommends .a compensa-
tion level for each member of the department faculty. A

c. The Faculty Report Sheets, the departrient chairman's recommenda-
tions, and other criteria are then discussed by the chairman, the

instructional deans, and President in order to arrive at a relative
all-college ranking of the individual's contributions and effective-
ness. Within funds available, the President assumes final responsi-
bility far a contract salary rocommandation to the Board of Trusteea

.  for each person.

r

Promotion and -Tenure N

a. Each eligible individual is responsible for initiating the prepa-
ration of the basic information for his Promotion/Tenure Recom-
mendation Folder. Each succeeding évaluation level is to add its
materials as the process proceeds. The Departmental Promotion and
Tenure Committee reviews the Report Sheets and other documentation
for all individuals eligible for promotion and/or tenure. (ouestions
ragarding an individual’s exceptional eligibility may he addressed
either to the Committee or the department chaiyman.) The Committee
recommendations are submitted to the department chairman. The in- ~
dividual's folder records the recommendations of the Committee, the
department chairman, and the instructional deans.. It will algo’in-
clude profiles of teaching evaluations by peers. The completed
Promotion/Tenure Recommendation Folder is given to the President, who
presents the folder, along with his £inal reaommendation, to the
Board of Trustees.

b. For detailed Promotion and Tenure Guidelines as recommended by
the faculty and accepted by the President with minor editorial changes
and amendments, see Appendix C.

The evalpative criteria used are as follows:

a. Teaching skill and effectiveness
Mastery of subject matter; offectivcnesl of communication;
impact on students; organization, tent, and quality of
courses; originality and enthusiasg/g

b. Reputation among students and colleagues

" ¢. Research and publications

Resourcefulness and originality; familiarity with scholarly re-
sources; knowledge of subject-matter frontierss investiyational
skill, including critical capacity, accuracy and discrimination
of observation. and ability to analyze and to assess relation-
ships; effectiveness in utilizing assigned time; significance
of research results; and publications based on research..

. . VII-4
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d. Professional standingd and partig;getion e )
Extent and significance of research and creative intereatl
allied to the profession; specific achievements; positions of °
trust’ held; publications; professional recognitions; participa-
tion in professional societies; evidénce that he is a "trustee
ot learning” in his special field; and capacity for growth.

s ) /

Cblleg_ and community service
Contributions to community, state, or region, giving considera~
tion to qualities of a scholarly or personal nature which affect
these relationships favorahly ®or adversely; interest and effec- |
tiveness; extent of demand for his services; capacity for leadex-
ship, and reaction of colleagues and persons servdd. )These serv-
ices should be supplementary to and strengthening the principal
job of teaching for the college, not interfering with and de-
bilitating~to this job.

Attitude and willingness to work)%a part of the team in achieving
the successful p performance ¢ of the " functions of the college

Honesty; straightforwardness; ¢ -ability to make " and help carry out
constryctive suggestions; refraining from backbiting and public
criticism of professional colleagues; willingness to agsume extra
work in emergencies; regular®and contributing attendance at college
committee and staff meetings and other college functions.

‘5. Salary iﬂqreasea and promotions will depend upon demonstrated merit-
orious performance.

b

The Academic Year

: _ ‘ . o
The college academic year is a ten-month year beginning September 1 and
ending June 30. Some administrative and certain faculty members are on
a 12-month fiscal year contract. ) .

Payroll Practices

l. The University pays its employees bi-weekly. Those on fiscal-year
contracts receive their pay in 26 installments through the year. Those
with academic~year contracts receive their pay in 26 installments, begin-
ning in September. Pay periods end every second Friday and checks are
ready the same' day. Checks are mailed to the employee's office or will
- be deposited to the employee's account in a local bank.

2. 1If additiqnal work i8 required beyond the reqular college year, addi-
tional payment shall be pro-rated on the baaia of the regular basic salary.

3. If professional duties are assigned awvay from the college during the
regular college year, expenses shall be paxd.

heg;gnations

staff members should follow professional and ethical standards so that ehe
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J.\\Dismissal or Nonrenewal of Agggintment'

. Rev. 7/1/74

interests of both the staff member and the college are copsidéred as much
~ as possible. A staff member may resign during the term of his appointment
¢ by submitting written notice of his resignation to tfe collegg President

with appropriate notice of his intent to his department chai and the

./ Dean of the College for action ordinarily at least four months in advance

of the effective date. i , \

‘1. PFaculty members without permanent tenure

a. Nonrenewal of Appointment
- - o . N
A member of the faculty without germanent tenure whose appointment
is not to be renewed will be so notified in writing by the college
President by March 1 if he is in his first academic year of service
at the college; by December 15 if he is in his second academic' year
of service at the college; and at least one academic year before the
y expiration of his appointment if he has two or more academic years
of service at the college. (The December 15' date is designed t
give both the faculty member and the college administration an dp-
portunity for a fair appraisal of the work of the first semester.)
While the college academic authorities should be willing at all times
to give as fair and objective appraisal as possible to a staff mem-~
ber about the effectiveness of his work, there shall be no obliga-
tion that formal charges be brought or that the faculty member be
given anything except timely written notification of the intent to
terminate his contract in accordance with the above time limits.

b. Dismissal of a Faculty Member without Permanent Tenure

) -
In cases of proven moral delinquency of a grave order, extreme pro-
fessional incompetence, or continued deliberate neglect of duty, it
shall be the function of the. college President to try initially to
reach a satisfactory settlement with the faculty member concerned.
If such a settlement cannot be achieved, the President will ask the
Faculty Speaker in conjunction with the Paculty Observer to the Trus-
tees’ Meetings, and the Student Body President to appoint an ad hoc
Hearirg Committee to consist of five tenured faculty members. Mem-~
bers'of the Hearing Committee will be chosen based upon their stand-
ing in the college community and for their objectivity both in general
and with respect to the issue at hand. No member of this ad hoc com-:
mittee may be a member of either the Faculty Welfare or Review Com-
mittees. The Faculty Review Committee may also present its recom-
mendations to the college President if requested to do so by the faco- (
ulty member, following his notification of the findings of the five-
person Heaxing Committee. The Hearing Committee and the Review Com~
mittee, if appealed to, shall establish their own rules of procedure,
shall provide for either a written or a taped transcript of proceed-
ings, and shall inform the college President in writing of their
recommendations. The President shall make final disposition of ‘the
matter.

-
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- 2. Faculty Members with Permanent Tenure

No member of the faculty with permanent tenure shall be dismissed
' or refused reappointment, except for professional incompetence, de-
liberate neglect of duty or moral delinquency of a grave order. Nor
, may he be suspended from duty pending:-a full investigation Qf-any such
N charge unless the college Presidqnt judges that his continued presence .
’ ‘ o in the classroom or laboratory might éndanger his bwn welfare or that
of his students. ) ]

[
3. Procedures to be Followed Prior to Dismissal of a Tenured Jaculty ’
Member ' E ' .
a. The facuity member shall be invited to meet with appropriate admin-
‘istrative officialg, including the college President, and, if he
wishes, to bring an advisor. - At this meeting, which.shall be con-.
ducted as much as possible. iri an atmosphere of counseling and frank
N : review of the problem, a mutual agreement shall be arrived at, if
possible. v . . , Y
b. If no mutual agreement is reached, a formal notice shall';e gent
by tKe Presidenf to the faculty member, stating the charges or reasons
for the proposed dismissal, the intent to dismiss and proposeg,time
for dismissal, and inviting the faculty member to respond, in writing,
as to whether he wishes a further formal hearing before the admins
istrative officers or an ad hoc Hearing Committee, or whether he ac-~
cepts the conditions for dismissal.
+ / .
' c. If the faculty member requests it,- the President shall request
' through the Faculty Speaker, assisted by the Faculty Observer to
N Trustee Meetings and the Student Body President, that a Hearing Com- -
mittee be established. Such request from the faculty member shall be,
made within a period of one week after receipt of the dismissal .notice.
The Hearing Committee shall consist of five tenured faculty members,
none of whom shall be members of the Faculty Welfare Committee, who
: shall be chosen for their standing in the college community and the
' objectivity, both in general and with respect to the issue at:l hand.

d. The Hearing Committee shall elect a chairman and determine its own
rules of procedure. FEach side shall be given timely notice of the
hearing and advised of its right to be present at any meeting at which
evidence is introduced and to be assisted and represented by counsel.’
Witnesses may be called by either side or by the Committee to give
testimony, and written statements may also’ be taken from persons not
.available for questioning and considered by the Committee if neither -
( ) side objects. Each side shall be entitled to know the identity of

"~ all persons who have commnicated with the Committee about the case,
and to question all persons who have given evidence. If the faculty,
member's professional ‘competence is challenged, he may select one or
more scholars in his own field either from the University or some
other institution to appraise his qualifications, but in that event,
the administrative officer sceking the dismissal may do the same. It
shall be left to the Comittee's discretion to determine, after con-

‘ ' sultation with both sides, whether the hearing shall be public or '
_ private. “
i ' - vii-7
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The Hearing Committee shall keep a complete record which shaiif?
include all evidence and arguments as well as the final vote and
dissenting opinions, if any. At the conclusion of the hearing, this N
record shall be available upon request to either party. The Commit-
tee's consideration of the case shall be based solely on the evidence
and arguments presented at the hearing. -

At the conclusion of its deliberations, the Committee shall make its
recormendations to the cbllege president and send a.copy of its recom~
mendations to the. faculty member charged. :

e. Within one week after the receipt of the recommendations, the *
cqllege president shall conferswith the aculty member and ask if
he or she wishes to accept the recommendations, if they are satis-
factory to the college president. If no mutyal agreement is then
reached, either the faculty mlember or the college president may'ask
that the Faculty Reviéw Commititee formally review the case, having
availab;p to it the com?iete ecord of the Hearing Committee, and
make its recommendations.. - 1 -
- 2
f. If either the faculty-memper'ox the colleqge president wish, within
a period of one week after the finish of review by a campus committee
or committees, he/she may refer the case and the records to the Boa N~
& . =~ Of Trustees for review. The Board sba%l degcide whether to review the \,
case within 60 days and notify both principals in writipng. If the
Board déﬁides to review the case, bdth.principals shall be given an
“opportuniEx for argument, oral or written or bpoth. The decision of
the Hearing Committee shall either be sustained or the pfoceedings re-
turned to the Committee with objections specified. In.such a case,
‘ ) - the Committee shall .reconsider its recommendation, taking account of
the stated objections and recelving new evidence if necessary. "It
shall report its final recommendation to the Board and to the faculty
member concerned. After studying the Committee's final recommenda-
tion, the Board shall make @ final decision :in the case.

.

K. Retirement

. 1. The tenur® of each member of thé.faculty terminates on the June &0 fol-
"lowing his/her 6£5th birthdéy, except for members of the faculty in service

: on July 1, 1963, who remained in the State Retirement System. Information
about the New Hampshire Retirement System for those few persons is best

obtained directly from the Office of the System in Concord.

:2. Under rare and unusual circumstances, and at the discretion and on the
initiative of the College, employment of a member of the faculty may be ex-~
tended beyond the normal retirement age, but in no case may annual retentiops

' be extended beyond the June 30 ‘following the 69th birthday. -
' L. Retirement Plams
{ \ . V4
1. TIAA-CREF Retirement Plan . 4 .
& " . K L

‘° . . VII-B 2. .
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e a. The University System retirement plan for the majority of faculty .
’ : or}those not under the State System .is. under contract with the
Lo Teachers Insurance and Annuity Association of ‘America and the Cbllege
. . : Retirement Equities Fund. New faculty with the rank of assistant pro-
" fegsor or higher (and those who curr tly belond to a TIAA program ,
*  elsewhere) may enter this progham at- the beginning of their service , -
* with .the University. Administrators whase salary equals the average
salary paid to assistant professors may also join immediately. Others -
must join after one year unless they sign a waiver of any claim on the
University for retirement benefits.
.b. Under TIAR-CRFF, the University contributps 5 percent and the
faculty/staff -member contributes 5 percent on the amount equal to the
Social Security base of his/heér annual salary. On amounts over the
base of Social Security, the’ Phiversity contributes 10 percent and the
employee contributes 7 percent. Fatulty members may contribute a hiqh~
er percentage of bheir annual salary if they want to gnsure a higher .
retirement income. Salary reductiorn (tax-deferred annuity) is availa-
ble to participants. The University s contributions are fully and, im-
mediately vested for faculty members.

et

@

c. The leaal form is an individual contract between the Association
and each individual employee. These.contracts read that the !"annuities
"do nat provide for loans or cash surrender. " However, TIAR-CREF does
permit cash returns of premiums (termed "repurchase") providing that:
1. The annuities have been in force riot more than five years;
2. The total deposits do not exceed $2,000;
3. The annuity owner refluesting repurchase is neither employed by
nor moving to a participating institution;
‘ 4. 'I;he contributing institution(s) consents.

.

’

d. The University, having/made contributions to the ret'irement con=-
tracts of given individuals, authorizes the University Vice President/
Treasurer to approve requests for repurchases by severadeemployees up=~
on the approval of TIAA-CREF, but shall require the return of insti-
tutional contributions to the University. Any returned contributions
"so received shall be cr?dited to the Retirement Fund Fxpense Account.

2. 0ld Age and Survivor's Insurance (Social Securitv)
» . /
All University System employees, except\\hose covered by the Federal
civil Service Retirement Program, are enrolled in the OASI (Social
Security) program at its current rate.

3. Supplemental Retirement Income

This package guarantees annual Mcome for faculty and P.A.T. staff
members who retire at age 65 with at least 15 years of full-time ser-
vice, on a graduated schedule, inclusive of Social Security and TIAR/
CRFF benefits: 15 years quarantees $3,600; 25 vears, $6,000. Reduced
benefits for retirement at age 62. .

. ' Bk . .
" 4. Supplemental Retirement Annuity

. ! The University System also makes available through TIAA-CREF a Supple-

mental Retirement Annuity (SRA) to enable a faculty. member to insure
greater retirement benefits with additional tax-deferred annuities. The
faculty member may make additional contributions in accordance with IRS
regulations. . SRA contracts may be cashed in at any time. *
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M. Leaves of Absence  ,

B

1, F?;&Professional Improvement
. \ : N

a. Faculty members with the :ank‘bf»assistant professor and above (and

staff members with an equivalent rank) shall become eligible for leave
of absence for professional improvement upon the completion of six years
of full-time service at the College in the rank of instructor or above,
-not ihcluding time spent on previous leaves with or without pay. Such
leaves of absence fray be granted for one-half year with full salary, or
for a whole year-with half salary. ' ' - S
by Applications must be, submitted to the President  throigh the chairman
of the department and the appropriate dean one year in advance of the
date the leave is to begin, if possible. . . .
c. Leaves of absence for professional improvement are granted by the
Board of Trustees upon the recommendation of the President, after con-
sultation with the appropriate deans and the department chairfian. Fach
application shall be decided upon its individual merits. LeAves are .
granted in recognition of.the University's responsibility fpr facilitating
independent study, research, and creative activity among egtablished mem-
bers of the academic profession, and to facilitate obtaining the doctdr's \k
degree. ’ S ° ‘ . ‘ :
d. Leaves shall be granted with the understanding that the recipient shall
- return to the service of the College for a-period of one/ year or reimburse
the University for the full amount of the salary received while on lgave.
. / e« The operation of this leave poliey is subject¥to th¢ re being sufficient
’ budgeted funds the assumption of the staff m er's duties by other
members of the department. _ Co . ’

S~

2. Without ﬁay

a. Leavés of absence without pay may be granted to members of the faculty
and staff by.the Board of Trustees dpon the recomméndation of the President
Applications shall :-be submitted to tﬁe President t 2

the department and the appropriate deans. FEach a Plication is decided upon
its individual merits, after consideration of the advantages and disad-
vantages of the College., o '

° .b. The Cbllege will continue, upon request, to pay its normal share of
fringe benefits if the faculty member also pays/his share. In the event
that ‘a faculty member does not return following an unsalaried leave, re-
imbursement of the University's share of such.payment must be made.
Leaves are not granted-ordinarily for a period of more than »ne year.

i -~

3. Military Leave . ‘

. 2 -
a. A full-time faculty mé%ber will be granted military lea're of absence
without pay by the President upon voluntary/or involuntary assignments to

oo
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extended active duty with{the United States ermed forces.w Military
leave shall continue throughout the period of active duty.

b. Upod satisfactory completion of the term of service, the faculty mem-
ber’is entitled to "reinstatement" .in the same status which he/she held .
prior to military 1eave, 1f the request for reinstatement is submitteéd
~within 90 days of release from active duty cr from hospltallzatlon which
. continued military servlce. ’

c. Temporary military leave of absence, as required by the military unit
to which he/she is attached, will be granted to a full-time faculty mem-
. ber by the Dean for not more than twenty~-two days (22) in any 12-month i
period for the purpose of res e training or active duty. The faculty
I member on temporary military ‘leave will be paid the difference between - e
his/her reqular pay as a faculty member and military pay for such leaves. i

’ 4, For Jury Duty _ i , 4

’ a. A temporary leave of absence may be granted to a faculty member by
the Dean for the purpose of satisfying the 1nd1v1dua1's civic responsi-
bility when summoned for jury dutv. : B

-

¢ b. The—institution will_pay the difference between the individual's regu~
lar pay and jury duty compensation (not including expenses) during the |
period . of the leave of absence. An alternate arrangement is also pro- Ly
vided whereby the individual serving can receive full pay for the period
of leave by remitting to the igse;tution_the compensation received from
the court (n including expenses). The individual shall suffer no 1Qssof
annual leave or Rther fringe benefits during the period of leave. It is
expected that the\leaye of absence will be granted for only that period

g : _required for' jury \duty and that the faculty member will be available at

those times and on those qays yhen jury duties are not required.

5. Disability Leave (Short-term and Long-term) .

" a. The University System provides a long-term disability insurance plan
in which a faculty member may choose to participate. The plan provides
benefits after six months of total disability in the amount of two-thirds .
of last salary (combination of Soeial Security and benefit' and disability)
which continues for the duration of the disability or until age 65,
whichever is first.

b. In the intervening six-month perlod from the date of dlsablllty to the
date of commencdfhent of long-term disability benefits coverage, the Uni-
versity System will provide for temporary illness, sick leave, and for
short-term disability by providing full pay for a period up to six months,
or until the onset of long-term disability.

c. In the event of subsequent periods of disability after utilization of
all or part of the benefit provided above, the following shall apply:

1

(1) If the SUbsequeht-disability is unrelated to the fi:st, the same "~
policy or benefits outlined above will apply.
L4
~ : _ VII-11
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| ' N. Holidaxs

d. Compensation for
penses due to injﬁry,‘ ;

in the course Qf emplOymén
Law. It is lmperatlve tha
ly reported

Ational disease;Aor death arising out of and
s provided under the Workmen's Compensation
njury sustalned during employment be prompt-

'
|

a.
is unable to perform .in the normal manner. A pregnant staff mem-
ber and her department ha@;man are each expected to give due considera-
tion to safe working conff“iqns and practices during the period of .

pregnancy. 3 e

b. Pregnancy and/or vhxldhfith are considered dlsabillty conditions, but
not f@r any fixed perxod ime. When 'in an_individual case, medical

opinion indicates that a »é§ lty member's pregnant 'state and Tthe reqular-
ly required duties of
Temporary Illness and
should continue until
med1ca1 op;nlon, is

ition are incompatible, the policies for

f absence for Illness shall apply. Leave

ﬁaculty member, on the basis of
For pregnancy and childbirth

hex o

'Sick Leave f; o .

Sick leave.ls provide byi%he University System. It includes 15 days A

' gach year, earned at thé | te of 1 1/4 days per month, for a maximum ac-

ES

cumulation of 130 wor 1ng

app01ntment.

i . f

New Ygar s Day s
Memcxdal Day (last Monday in May)
Indepenéence pay -
‘chontlnued) s -
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. . - Labor Day (First Monday’in September)
' : Veterans' Day
Thanksgiving Dav
Christmas bay
and four additional holidavs to be determined and
announced hy Plymouth Sﬁﬁfe College

0. Vorkmen's Compensation

. 1. The Yorkmen's Compensation Law prov1des compensation for loss of earning -
capacity and payment of medical expenses due to irfjury, occupational disease,
or death arlsing out of and in the course of employment. Workmen's Compensa-
tion is available to all Unlver51tv System employees -- permanent., temporary,
and part-tlme. : :

2. The Workmen's Compensation Law_requires that all faculty promptly report
every injury during employment to their immediate supervisor {(See Policy
‘Manual XVII-C-2 for reportinc). The "Fmployee's First Report of Injury or
Occupational Disease" must be forwarded to the Labor Department, State of
New Hampshire, by the System Personnel Office w1th1n five working days from
their knowledge of the acc1dent. ‘ ..

v -

3. Faculty who are totally disabled from work-connected injury are entitled
to all Workmen's Compensation benefits and to full pay for a period of disa-
bility not to exceed one calendar yvyear (beginning with the first day of
disability), payable on existing pay dates (except that the combination of
‘ Workmen's Compensation.and pay shall not exceed full pav), and subject- to
payroll deductions with respect to full paid benefits. :

\

P. Unemployment Compensation ' e ' —

-~

1. All faculty members of the University System are covered by unemployment
compensation insurance. The purpose of this coverage is to’proteCt em- - .
ployees from complete loss of pay during periods of unemplovment. The only
exceptlon is ai reqularly enroclled student. ' e
2. The University-System‘pays the total cost of' this benefit by reimbursing
the State of New Hampshire for all claims actually paid.

4

Q. Insurance

¢

1. Life Insurance . ‘
Detalls on 11fe insurance programs are Drov1ded in the Unlverslty System
v\ Fringe Benefits Summary at Paraqraph Y. of this section. ) {
\ ,
2.\Hea1th Insurance

<

v

a. Group Health Insurance to Include Major Medical Coverade

The hospitalization insurance program is a group plan prov1dinq both
‘ . hospital and doctor services. ' Two options are available to the em-

ployee, a high and low plan. The employee is furmished .the low. option

-
N .
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at no expense, and may elect/the high option by paying a premium.
Family coveraqe for both;ﬂans is available on payment of additional

7

premlums . . . b

b. The basic plan (low option) provides for room and board (semi-private)
and other hospital chaxges for 120 days, and surgical benefits according
to a schedule, with m::}mum surgical procedure payment -up to $425.

c. A more extensive coveraae, the‘high option, provides.for room, board
and other hospital charges for 120 days, with surgical beneflts up to
$1,800 per proaedure.

d. Major medical benefitsup to 1 milljon’dollars (lifetime) are provided
after $100 deductible per person per year. Maximum deductible of $300
per year per family. Benefits are paid for covered. items, 80% by the .
insurance carrier, and 20% by the individual up to the first $2,000, then
100% by carrier for each calendar year.

.

Dental Insurance . \\mh_\s, ‘ . '

>

IS

A group dental insurance plan is provided at no cost to the staff mem-
ber. - This plan provides for reasonable and customary charges for dental
care for employees, $25 per year deductible. Dental charges are paid
80% by the insurance carrier and 20% by the employee for routine pro-
cedures (50% is paid for major procedures), up to a maximum of $1,000 -
per year. Group dental insurance for dépendents is also made avallable
with costs borne by the emplgyee. "

Educatlonal Benefits

1. 'ﬁ faculty member fillihg a budqeted position may enroll in any of the
regular, credit courses offered by the University at Durham, the colleges -

at Keene or Plymouth, the Merrimack Valley Branch, or the School of Continy- -
ing Studies, and receive a waiver of tuition according to the follow1nq
schedule. This benefit does not apply to non-credit courses, "short courses,
institutes, or courses offered by other universities on campuses of the
Unlversl%y System.

The benefit for faculty is: .

Percent of Appointment ., ‘ Educational Béhefit

Full-time 100% 2 courses/semester (6-8 credit hrs /semester)
"3/4-time © 75% 4-5 credit hrs./semester v )
l/é-time 50% i "1 course/semester (3-4 credit hrs./semester)

k ‘

Note: For summer session, the faculty educational benefit is equal tq_one-
half that of a fall or spring semester benefit. (Example: a full-time em-
ployee is entitled to one course or 3-4 credit hours tuition free.)

»
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2. Spouse end dependent children of faculty members may enroll in any of

the reqular credit courses offered by the University at Durham, the colleges '

at Keene or Plymouth, th& Merrimack Valley Branch, or the Schodl of Continu-
ing Studies at one-half the tuition rate charged in-state residents. .

3. The\tuition grant or waiver will be extended to a11~e1igib1e faculty who
are on the payroll on the Monday preceeding the first day of classes. Fac-

ulty terminating during a semester are responsible for paynient of a prorated -

tuition charge.

The Faculty Loan Fund

“~

The Faculty Loan Fund is de51gned to encourage professional improvement by
way of advanced. sfudy. The terms and cofiditions of this fund are as = - ,
follows: .

1. Faculty members who have served the College not less than two years, but
who have not been employed the required time nor achieved the academic rank
and title to be granted paid leave for professional improvement, shall be
eliqible to borrow not to exceed a total of $5,000 from this lcan fund.

2. A Faculty Loan Committee consisting of the Dean of the Colleqe, the
Business Manager, and three faculty members appointed for three-year terms
by the Faculty Welfare Committee shall recq imend to the President of the
College the amounts of such 1oans to be granted to each faculty member whose
application is approved.

3. Interest shall be at the rate of 4% from the date of loan until/ﬁhe loan
shall have been paid in full, except that as soon as#6uch faculty member's
employment by the College is terminated, the rate shall advance to 7% until
the loan is paid in full.

4. Interest shall not be payable during the time the faculty member is
actually on leave for professional improvement, but will be computed from

. "the date of -the loan and incorporated in the installment schedules of re-

payments hereinafter set forth.

5. Rebeyment of the loan and interest thereon shall be at the rate of not

‘less than $50 per month beginning with the first salary payment for the

month in which the faculty member returns to service at the College, then °
shall continue at this rate for each month in which the faculty member re-
ceives compensation from the College during the academic or fiscal year,
depending upon the type of contract held by the faculty member. Such pay-
ment shall include both interest on the unpaid balance and reduction of
principal. - ¢

6. Nothing in this installment schedule of repayment shall be construed as
other than a minimum requirement, and would not preclude the repayment of
the loan in such larger amounts as the faculty member may elect. If the
faculty member's employment by the College is terminated, repayment shall
be at the rate of not less than $75 per month, covering both interest and
principal, effective with the date of such termination of employment.

7. Persons interested in making application should see the Dean of the
College.
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' the ruling that it is not a gyblic beacm.

Credit Union Membership

1. Faculty members are eligible for membership in the New Hampshire State
Employees Federal Credit Union. As a member, the individual may have regu- .
lar savings deducted from his bi-weekly pay and is eligible for low-interest
loans of up to $10,000. ' , >

2. The business o icevhas copies of a credit union brochure and information
as to other benefits. ‘/)

Living and Dining Accommodations

1. When there are dormitory or other living accommodations available, staff
members may rent campus’facilities.

2. College dining rooms are open to staff members and the1r guests at reguv
lar student rates. i

3. Employees having official quests and beinqg required by the nature of their
work to have a meal here with their guests instead of off-campus, may make
arrangements to have these meals charged to the College through the business
office. N
4. Guest rates during special confefences will be the rates established for
the conference participants.

5. Staff members having knoﬁledge of groups coming to campus to be fed shouléd
work closely with the Business Manager and Food Service Manager on details
of numbers, arrangements for payment, etc., as far in advance as possible.

Family Conflictsg

ore than one member of an immediate .family:may be appointed by the Uni-
versity to professional or administrative staff or faculty positions. Fach
such appointee shall receive the full benefits and privileges of a regular
erpointment. However, no faculty member, department chairman, dean, or
other administrative officer will participate in decisions affecting the ap-
pointment, tenure, promotion, or other status af a member of his or her
immediate family. . -

v

The College Camp

1. The College camp, located at Loon Lake, is available to both faculty and

students. Reservations should be made thfough the maintenanee secretary who
will issue the keys. 1Its use is restricted to college students, faculty,
staff, alumni, and their quests, and persons using it should help enforce

v

2. During the summer, the camp may be reserved by staff families for a
period not to exceed one week. This time may be extended if né)other reser-
vations are made, but the one week limit is designed to distribute fairly

the use of the camp time. The back bedroom on the first floor must be kept
available to others entitled to use the camp for changing for swimming durlno
the day. *
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3. To help defray the costs of electricity, insurance, equipment, and -
maintenance for the camp,. a charge of $35 per week will be made for its use
by staff families.

4. All users should take great care to see that fires are thoroughly ex-
tingquished and all doors and windows securely fastened upon leaving. All
waste and garbage should also be disposed of, leaving the camp cXYean. for
the next user. . ;‘

X. College Research Grants

1. The College maintains a small research grant fund to assist members of
the faculty in minor reseafch undertakings. These grants might apply to:

a. Small research'projects;

b. Completing publications;
c. Providing the inlt1ally valﬂé\;eseareh evidence necessary for the
application for larger research.grants.

2. Requests or proposals should be submitted in letter format to the Déan
of the College, who will effect a committee evaluation based upon the
following: /

a. 0One such request may ordinarily be granted to a faculty member

‘for any given project and for any one year unless a faculty member

has more than one project proposal for any one year. Such cases

involving more than one grant request per year will be reviewed by S
the committee, and if it is determined that such a request will not
financially jeopardize grant nequests of other deserving faculty,

it may be honored.

b. All proposals will be carefully reviewed in texms of their
. benefit to the academic and/or social environment of Plymouth State
. College.

‘c. Ordinarily the maximum gfént will not exceed $200.
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Eri

JAruitoxt Provided -

i

Un:.versity system Frinqe Benefz.ts _Sunmary

Y. .
. . N - B X lak
 BENEFITS cosr./ : WHAT THE BENEFITS PROVIDE TG YOU - \
VACAT!ON/PE RSONAL ‘Paid by empio'yer P.AT., 22-davs each year, accumulation 30 days; aca emic year
LﬁAVE : ‘ ' faculty, vacation associated with (lf‘ddetC vear calendar - :
m.,auon or hohiday periods.” o
SICK LEAVE - Paid by embfoyer ) 18 days each year earned at the rate of 1Y

dccumulation 130 warking doys. . °

4 days a month\

" DISABILITY LEAVE

SHORT TERM,

LONG TERM

~ Paid by employer

{For serious illness or injury} S BN
Full pay fot a period of six montls or full nay fm tlm period of
tme between the exhauston of sick leave dud the onsct of .

long term dvsab-m,f, wﬂhuvu: 15 less.

B ot Ll ary nilasive bt Socral Security henﬁfns {benefit

Feffertive six, manins after onset omnsab:hty).

'

MATERNITY LEAVE

Pard by empioyer

Y

: Leave rmumd fair penad ot chidd beating; benuflh provided as -
‘ w K leave

JUR Y’D uty

P by emplover

~

‘quplomumé jury pay to assure payment Hi your noimol-salary.

HOLIDAYS

Paid by empioywr

L]

F:,cal‘vur employees, 11 habidays per sehig Ule; academic - )
ynar empioyees, varalion assoctaled with ac.xdr‘mlc vear calendar v -
“vacation or holzday perieds.’” .

L

MEDICAL AND MAJOR
M&le‘AL INSUURANCE

i

__Paid hy employe,
- for Faculty/P AN,

@aff memocr

J Low and high mmons avatable: "Semi-private 1oont plan, douqff
visits, surqeons’ fees, and costy of exteisive sorvices pin /
publithed chaduie, (B(,Bo) dependent coverage avalatile,

‘DENTAL INSURANCE_

Paird by empliye:
for Faculty/P.A.T.

staff member

-1 Dependnnt coverage avaifable,

Pays 8% of routine, 50% of major treatment per published -
schedule after 2. $25 per person por yeat c'vdm,nble Maximum
$1,000 per year, orthodantia bfeume mdxunw‘v $1,000.

|

LIFE INSURANCE |
{Prudential}

Pa;'.d_ by employer

; 1 times solary

S ACCIDENTAL DEATH

AND DISMEMBERMENT | *

Pacd by empldyer.

3 times salary .

INSURANCE - e e .
SUPPLEMENTAL . Pad b “&n{\l;ye'r SZb 000 uddmoual AD & D covercge for any aceident (24 hours -
ACCIDENTAL DEATH - TR, ~ | ver day, 7 duye a week). Additional $25,000 units available

AND DISMEMBERMENT, (g te 3 units or £75,000 additiony) ceverage).

INSURANCE, e ‘ ‘

SUPPLEMENTAL LIFE
INSURANCE (TIAA)

Paid by indivictual

“Faculty/P.A T, member

Lo

Gprinaat dc.r;reumn?tcrm hife msurdanee

TIAA/CREF
RETIREMENT °

Paid by employer =
and Faculty/P.A,T.
staff member

‘ Fully vested progtarn after flw' years: portable; one year, w.:mng
penod if not assistant professor or P.ALT. staff member '
fin Pay Grade 8+,

SUPPLEMENTAL:
RETIREMENT INCOME

(CHUTINUED)

1/31/76
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¢

Paid by employer

N

Guarantees anmual income for faculty a1 P.A T.-s1aff mermbers wt-
retire ut age 65 with at least 15 yeurs of full-timé SRIVICEy ON a
graduated schedule, inclusive of Sogial Secunity and TIAA/CREE .
benefits: ‘15 vears guarantees $3,600, 26 years, $6,000. Reduced
benefits for retirement at age 62.

]
1
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" SOCIAL SECURITY

A

.~

1 survivors.

Extensive benefits: Retirement, disabihity, death, dependent

Paid By employer

- jand Faculty/P.A.T.
|staff member each 5.85%

up to tequired amount.

MILITARY DUTY -

N

maximLAm per year. , :

Supplements military pay to equal regular salary, One month

P‘aid,iby employer

REATH IN FAMILY
LEAVE

[ ] .
5 days for immediate tamily » 1 day for other
relatives. °

Paid by employer’ -

LIBRARY

Immediate use

-

EDUCATIONAL

.dependents.

tndwidual Fachlty/P.A.T. staff member 2 courses {ciedit) each
semester, ¥ credit course each sumiaer; half tuition fo

Paid by emplover

z

WORKER'S

" COMPENSATION

Full pay for up 1a oné year for loss of work due to job related
illness or injury plus 100% medical tnlls paid. Sick leave and
long term dhsability policy apply after one year in conjunction)
with reduced Worker's Compensation.

o v

Paid.by «;_mployer

s

ATHLETIC AND, .
-CULTURAL EVENTS

i

Reduced rates for some events.

Special prices

’

;e




Z. Fmeritus Status - : ” e

gﬁlar membets of the faculty retiring because of age, after ten or .
%rs of service, shal;»be nominated by the President to the Board

all
more

tirefient. As a contlnulng member of the University community, the emeritus
fa ulty member shall have the followxﬁq privileges:

e .@
‘Receive notices of Uhiversity events,' ’ : %?%,
A . . ‘ ‘x “- , &!P}%:%; ) o
, Receive .a college identification card, - S - e f:;ﬁﬁ‘

. e - kAl
- - 0 Rt

- Participate in academic processions; o .
Have faculty priviTedes ‘at the Library, .

Upon request, be assxgned office or laboratory space for creative
work, subject to its availabilxty and to ‘the annual needs of the -
* College and the individual.

B
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- A,
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-

* As the College Union provides lounge.facilit;es and a place to secure
refreshments, th& former faculty lounge (area with the fireplace) in

S - T t. -
MISC. POLICIEEQ PROCEDURES, AND INFORMATION

Facu.ltl Mail . ’ L - Y ~

1. campus mail services and mailing facilities have been established to
facilitate the distribution of written commanications concerning Univer-
sity business between units on campus, between aimpuses,” and to-andrfrom
outside individuals and organizations. The use ‘of theése facilities. for

non-University related communications or for personal gdin is not permitted .

2. Paculty mail will be delivered to those buildings in which faculty
offices are located and distributed in mailboxes there. You are urged

to ask your correspondents to send your official mail\to your respective
building. Mailboxes showld be checked at least daily as the use of these
mailboxes will be the manner in which the administrative, offices will con-
tact fadulty .members regarding college business except in\ cases of emergen-
cy. Ask your correspondents to address personal mail to ‘ur_gggiggggg.~ :

Faculty mailboxes are for faculty use only.™ No student may remove
materials from thes boxes or mjace anything therein. Communications -
from students or outsiders intended for faculty members should he given
to the mail clerk or secretary who will place them in the right box.
Students submitting work to-a faculty member should do so in person
place it in the instructor's office. ‘

Lounge and Informal Conference Facilities

\

Russell House will no longer be restricted simply to faculty. This ..
latter area may be used as a small conference room for various groups of
faculty and students.. Those using this area in the evening are asked to -

- check the bq}lding doors to insure.;he security of offices and equipment.

Smoking ig_Roﬂkas Hall

Because of the age of this building and its high susceptibility to fire,
smoking should not be allowed in its classrooms, corridors, or other
places except in offices and in the designated smoking area at the foot
of the west stair well. - :

Use of qulege Facilities in Coimunity Service

There are occasions when it is in the interest of the college and the
general ‘public to participate in local community activities through the
ugse of its facilities, equipment or personnel services. Such participa-
tion must not involve personal gain and must have the approval of th

President, Business Manager, or other authorized official as

Virz-1 -
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Banquets, Dances, and Soclial Affairs
- "

to the agpropriateness of the type ‘of activity proposed. Anx‘requeﬂt
for the use of buildings should be Made in® .acgordance with. paragraph J,
Section VI and requests for oquipment should bc processed through the
Business Manager. ) . ’ : V/F ' '

Chaperoning ) « My L
. . a.

A

‘It is a part of the responsibilities to the college for each facylty

member to assume his or her fair'share of chaperon;ng at the various
college social functions. -(See Paragraph G,. Section w.) .

[

Eaﬁh.yeat the Union or other student organizations sponsor several . -
banquets, dances, etc,, to which faculty members may be invited. Mem-

_bers arg requested to reply promptly to their invitations in order to

facilitate plans for the occasion. Student rates are' in effect for
these affairs unless the faculty member is asked as a guest of the
organization.

Faculty Athletics ' <, : - L f“'. °

. . e
’ . ~
' .

" The faculty is encouraged to make use of the recreational facilities-of .

J.

X.

the college. Tennis, badminton, billiards, volley ball, basketball,
s@imming, or other types of activitxqs may be enjoyed in the game rooms .
and athletic facilities. .. ‘

'S

In addition, faculty teams'participate in the college intramurel'programs.

B

Revision of the Faculty ﬂandbOOk

,\ )
l. Revigions to this Faculty Handbook will. be made pgrlodfcally and

.suggestions for revision should bé made to the Assistant to the President.

2., However, recommendations which f%quire major policy changes §hould he
initiated through the President, the Advisory couhcil, or moetings of
The Faculty. .

Miscellaneous Addreeses
>

For the benefit of new and relatively néw faculty, a listing of 4 ea

octors, dentists, hospitals, churches, newspaperc, and realtors i
provided in Appendix D. This is a random selection for faculty con-
venience only, and should not-be construed as a college recommendation
or endorsement of any specific individual or service.

(8

‘Area Housi;g, ' ‘ . AN

The -Dean of Men's office maintains a limited listing of available area

housing for students and faculty. .
' ) B

Professional Organizations

1. ,Individual Membership

VIII-2 .
Rev. 7/1/74 67




-

- staff members should be active in the affairs of some professional
, // : ' organizations in their special interest fields. The college tries -
. to éncourage this participation, within the limits of available
funds, by providing someé travel expenses to conventions or meet-
ings of professional colleagues. -

.. Ss

2. American Association of University Professors‘c'

’

This organization concerns itself with academic freedom, eoonomic
welfare, administrative ‘relationships, and other profoasional
‘interests of college taculty mambgrs.' _ X

-

~

L. College and Universigy Namo

: . The use of the college and university -name is reserved for the official R
. business of the institution. Faculty and staff should make clear in

' -their publi¢ utterances whether tliey are or are not speaking or writing

as an official representative of the college or university. (College and .
university stationery supplies may not be used for personal business

or gain (including political activity, and solicitation)’, or for business
connected with outsfde organizationa not related to the professional - -
activities for which the faculty or staff mamber is paid by the university.

M. Affirmative Action 2 ~

Plymouth State College is an equal opportunity employer and has an
] : Affirmative Action Coimittee, and a detailed Affirmative Action Plan
‘ : - which is available in the business office, the student affairs office,
the office of the College Dean, and the Library.

N. Clerical Services - v . ‘ O

- - ¢

l. & limited amount of clerical ‘'work, such as duplicatibn of tests, will
be done for faculty'members by the office stafj*fh each ‘instructional
building. If you can prepare your own stencils or masters, please do so.
Please be reasonable in the ampunt of duplicated work you request. All
master copjes prepared for duplication by.faculty members must be ir the
J_~ office not later than one day before it is needed. Only the office staff
will use the duplicating and copyimg machines unless faculty membars are
thoroughly familiar with their operation. \ .

2. Faculty mambers are urged to ‘plan ahead and make the earliest possible
arrangements for material which must be typed prior to duplication. Nor-
mally the secretaries should be allowed up to three dbys for itemb which
must be typed and duplicated.

3. Faculty secretaries are available in Russell House, Boyd Hall, the . .
Physical Education Center, Rounds Hall, Faculty ‘Office Building #24, and
Silver Hall.

4. Typeuriterl are
each department.
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' » “The follow1ng policy governing . '011t1cal activity was- adopted by the Board
' - of 'I‘rustees in 1950. It was r fflmed in 1956, and again in 1964

1. The right of assembly and f eedom of speech {of University emplovees)
* shall be limited only to the gxtent applled to other citizens for“the pur-
-pose of preveptlng assemBly for illegal purposes or the advocacy of over-
.- ) throw of government by force;/ such rights shall be respected according to -
‘ : the1r meanlng and applicatiofl under law and within the function and prog
of the Unlvetslty.

. <o 2. Reasonable use may be ma e qf campus facility for p011t1ca1 meetlngs and
o d1scuss10ns when condltlons/applled to other student groups have' been met.
o/ -
. 3. Outside’ speakers may be/1nv1ted to address such groups on the same basig - °
. . as speakers are invited to/address other student organizations. . ~
o e
4. The University cann t. 'cept respons;bllity for views expressed or en~ C-
_tertained by either speak Ef or groups, except as stated in Paraqraph l.
5. art1c1patlon of faculty members in p011t1ca1 action ;s ngerned by Para- , ‘
graph 1 (B) of the 1940 §tatement of Principles of the American Association ,
. . _ of Un1vers1ty Professorc which ' reads as follows: ‘ %
, ) . "The college or u 1vers1ty teacher is a“cltlzen, a member of a learned
j?f~. , . profession, and an o; ficer of an educational institutign. Whén he speaks
L 4 or writes as a citizen, he should be free from institut? * censorship or
discipline; but’his |special pos1t10n in the communjity imposes special ob-
: a »>. ligations. 'As a man of learning and an educational officer, he should re-
L i member that the p ic may judgé his profession and his institution by his
' L,k utterances. Hence jhe should at all times beaccurate, shoul&’exerc1se ap-
‘ L + . Dpropriate restrainf, should show’ respect for the oplnlons of others, and
= * should nake every ffort to indicate that he41s not an institutional - )
» . . spokesman." : ) o S . v ’ I
6. This pollcy is ingen to express'the University's desire to facilitate  ~
o ‘. free discussion of allffpoints of view to the extent permitted by the fon- - '
, stitution of the Unite States and;of the State of New Hampshlre. kg .
° . . P. Holding Political OFfice
E : The ﬁoard of Truét'es, on March 21, 1964, adopted,thevfollow1ng policy in
T ™ ‘connection with holding political office: -
_ “The Board of Trustees will not object to any member of the faculty .
, - or gtaff of the Un1vers1ty running as a candidate for any political of- = . /v
U f1ce. However, should the amount of time required by the office or the
s . cand1dacy for the office be such as to mater1a11y affect the time the
) - ' faculty or staff member is expected to spend on -his ﬁ"tverslty post, he
* . mdy be required to take a leave of absence or: the terms and ¢ond1tlons of
. . . his employment may be amended." . R )
. . j
- This policy was reaffirmed by the Board of Trustees on Septemhdr 23, 1974, .

with the foIlow1ng additional guidance being adopted:

‘"The Board of Trustees'will contlnue to 1qs1st that facylty and staff
. : mémbers of University System institutfons elected or aprointed to serve’
: ] . in public office be held strictly accountablie to- the “adminfistration and
‘ ~ the Board for' satisfactory completion of their full-time responsibilities
oh the campus. . Where such full-time service is not possible in 1ight of
s, - ﬂ T
_ . _ VIiIii-4 o
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" the requuements of any public office, the Board will requlre the admirustra-
tion to make satlsfactory adjustments in both ‘the workload and the salaries
of such employees to assure that all instructional/administrative respons;L-

b1~11t1es are fa:.thfully fulf:.lled at all t:l.mes. A !

The Board of ‘Trustees empha51zes that a faculty or staff member of any
University System institution, in holding any public office, speaks and
acts as an S.nd1v1dua1 and is not authorized to speak or act as an official
representat:.ve of the University, whether serv1ng in the Stdte Leglslature
~ or on a community governing board." .

. 7 : .
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" BY-LAWS OF -

N The name of this organi’“tion shall be The Faculty of Plymouth State
College (hereinafter called e,Raculty.) :

Argicle I1

Object

' Under -the leadership o the President of the College and subject always
to the approval of the Board of Trustees of the University of New Hampshire,
-the Facalty shall have leqielative jurisdiction in all matters of student gov> °
ernment and educational policy'not otherwise prescribed by the Board of Trustees
of the University.L

(Reference: By-Laws of the Ttustees, Article.IV €, Section 2. Paragraph
2, The Faculty of P.S.C.) * : -
.7 Article III
- N . - Members . . .

Membership in the Faculty shall be restricted to those persons: employed
.at Plymouth State College who hold an administrative office or a faculty rank

Section B.

»

specified in Section A, or who are qualifled through the procedures outlined in

.

A. ~Membership through position .

/

7/1/74
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1.
2.
3.

5.
6.
¥.
8.
9.
10.
11.
12,
13.
14.
15.
16.

17.
. 18.

19.
20.

" Director of Alumni Affairs

President of Plymouth State CoIlege

Assistant to the President

Dean of the COllege

Dean (s) of Instruction

Professor

Associate Professor » s
Assistant Professor ’

Instructor

College Librarian

Assistant College Librarian (s)

Dean of Student Affairs

Dean of Men 4 )

Dean of Women . ’ <
Business Manager ' ' '
Director of Admissions ‘

Director of Public Relations.

Registrar
Supervisor of Computaticn Center
Director of Placement - C

4. APPENDIX A
' .Plymouth State College’
b Faculty Handbook
A-1l
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B. Quallflcatlon procedures for membershlp
1. The President may nominate a person in a specified offlce for facultY

o membership.
o - 2. Membership shall be obtained by .that person for as long As he/she re-
‘ ‘ mains in the office, as spec1fied, upon approval by the Faculty Welfare
: Committee. N _ e
: Article IV “ ) '
’ Offlcers ‘ S

A. A Faculty Speaker shall be-elected by ballot annually at the last requ-

: lar faculty meeting of the year. The Speaker shall assume offlce at the
first faculty meeting of the next academic ‘year.

. 1. The Speaker shall preside at all faculty meetings. In the absence of

- the Speaker, the Pre51dent shall preside until the assembly designates a

temporary pre51d1ng officer. ¢
2. The Speaker shall prepare the agenda for faculty meetings in consulta-
tion with- the President.
3. The Speaker or his/her de51gnated representatlve shall be an observex
to the meetlngs of the Student Senate.

B. The Pre<ident is the chief administrative officer of Plymouth State Col-
’ lege. (In the President's absence; some administrative officer in “the
chain of command will assume this role.) The President shall be re-
sponsible for providing adequate secretarial service for faculty and
Advisory Council meetings. This service to include prior distribution
of the agenda and the taking and publishing of the minutes of each
meeting.

C. A Faculty. Observer to the meetings of the Board of Trustees shall be
e1ected annually by ballot at the last reqular faculty meeting of the
year. ‘The Observer shall assume office at the beginning of the next

. "+ academic year. .
: 1. The Faculty Observer shall 'attend the meetings of the Board-ef Trus-
tees and report periodically to the faculty. In the absence of the Fac-
. ulty Observer, the Faculty Welfare Commlttee shall designate a temporary
"+ observer.

D. A Faculty Observer to the meetingS'of the Board of Trustees Educational
Policy Committee shall be elected every other year by ballot at the, last
regular faculty meeting of the year. The Observer shall assume office  *
for two years at the beginning of the next academic year. '
1. The Faculty Observer shall attend the meetings of the Board of Trus- ,
tees Educational Policy Committee and report periodically to the faculty.
In the absSence of the Faculty Observer to this'commitEEe, the Faculty

Welfare Committee shall designate a temporary observer. -
. . . - -
. . ; Article V
! ’ Meetings !

A. Unless otherwise ordered by the Faculty Welfare Committee and the Presi-
dent, reqular meetings of the faculty shall be held at the call of the
President of the College at the beginning of the academic year- in the
fall and in each of the subsequent months of the academic year on the -
first Wednesday that College is in segssion. A quorum for a regular fac-
ulty -meeting shall be the memberd présent. . :

B. Special meetings of the faculty shall_be held at the call of the Presi-’
dent of the College or the Faéulty Welfare Committee. Thirty-five (35)
‘ . . faculty members shall constitute a quorum for special‘ faculty meetings.

C. The Student Senate President (or' someone designated by him/her) and five
other students designated by the Student Senate shall be observers to
“faculty meetlngs with speaking rights. . s
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. . : ~ . ‘ : »
. ’ : Article VI

The Faculty Welfdre Committee and

. ' . . . The Review Committee

A. The Faculty Welfaré Committee has as its functions:

1. To see that the interests of. the Faculty as a group of profession-
al persons are adequately represented. )

(Reference: By-Laws of the Trustees,. The Faculty Welfare
Committee.)

2. To approve a person in a specified position nominated by the Presi-
dent for membership, if in the Committee's judgment he is quali--
fied, :

3. To call a special meeting of the Faculty, if in the Committee 8

: judgment one is necessary,

4. To cause the Faculty to fill any vacancy in an e1ective position
-as- it arises,

5. To assign one of jts. members to the Personnel Committee of 'the

¢+ Trustees to deal h policy matters only,

6. To perform such other duties ag specified by the Faculty Handbook
and by these>by-1aws.

B. The Faculty Welfare Committee shall have five (5) membersr four elec-
, ’ ted by ballot of the Faculty and one the chairman of the Review Com-

‘ mittee ex-officio. The term of each elected member shall be two years.
Two members shall be elected by ballot at the last regular Faculty
meeting of the year and shall assume office at the beginning of the
next academic year. : .

. C. The Review Committee has as its functions: :
' l. To mediate professional disputes’ involving faculty individuals.
. 2. To perform such other duties as specified by the Faculty Hand-
- . : book and by these by-laws.

. ‘ D. The Review Committee shall have five (5) members, four elected by
- ballot of the Faculty and one the chairman of the Faculty Welfare Com-

mittee ex-officio. The term of each elected member shall be two years.

- Two members shall be elected by ballot at the last regular Faculty
meeting of the year and shall assume office at the beginning of the

" next academic year. " .

.- E. No member of either committee, except the Chairman, shall serve on

the other césimittee. .

. Artiéie vII -
The Advisory Council

A. The Advisory Council shall meet at the call of. the President as~an~aq¥
- - wvisory body. This council shall act to advise on ‘proposals before 5
. presentation to the entire Faculty and as an advisory group to' the’ ~
administrative officers or some subggt of the Faculty or thé Student
Senate. (Reference: By-Laws of the Trustees, Article 1V C, Seption
4, The Advisory Council.) v -

‘ : -~ B. Membership of the Advisory Council shall include the president of the
College (as presiding officer), certain faculty as ex-officio members,
six elected faculty, President of the Student Body, the Speaker of the
Student Senate (or his designdted representative), and enough
o .
(O : s
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students so that the total number of students equals the number of

non-students, excluding the President of the College.

1. The ex-officio members shall be the Assistant to ‘the President,
each Department Chairman, the Dean of the College, the Dean of
Student Affairs, the Business_Manager, and the College Librarian.

2. The six elected faculty members of the Advisory Council shall be

- elected by ballot by those members of the Faculty not the Presi-
dent or not ex-officio members of the Advisory Council. The
term of each elected faculty member shall he two years with
three two-year positions being filled eacrh Year at the last requ-~
lar Faculty meeting of the year. The members elected shall as~
sume office at the beginning of the next academic year. .

3. The method of determination of the student members (other than
the president of the Student Body and Speaker of the Student
Senate) shall be accomplished by the Student Senate.

THQ'Presideht shall determine’the speéaking ridhfg of any non-member
present at an Advisory Council meeting.- )

Article VIII

The Student Senate -
The Faculty delegates through the President of the College. to the Stu-
dent Senate the legislative jurisdiction in matters of the student
government and purely student gf airs. It is understood that all pow-
ers of the student government are derivqﬂ by deleqation from the ©
President of the College with the advice of the Faculty. (References:
By-Laws of the Trustees, Article V. Section 4, Paragraph 4e. and

A Constitution of Student Government for Plymouth State College,
Article XIII, Delegation of Authority.)

The FacultY’Speaker (or someone designated by him), the Dean of Stu~
dent Affairs (or someone designated by him), and four other faculty
designated by the Dean of Student Affairs shall be observers to-Stu-
dent Senate Meetings with speaking rights.

Article IX

- Cormmi ttees »
The following committees with composition as indicated, shall be ap-
‘pointed annually by the President near the beginning of the academic
Year. Faculty appointments shall be subject to review by the Com~
mittee on Committees. Student appointments shall be subject to
approval by .the Student Senate. The duties of each committee shall
be as outlined in the.Faculty Handbook.

"waa 1. The ADMISSIONS POLICY COMMITTEE is composed of the Dean of Stu-

Vo)
‘c.
{
.
B.
A.
7/1/74

dent Affairs, the Associate Dean of Instruction, the Director of
Admissions, two faculty members appointéd to three-year terms ’
. (one for an initial two-year term), and two students selected
\ by the Student Senate. The Committee elects its chairman.
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2. The STUDENT PERSONNEL COMMITTEE is composed of the Dean of
Student Personnel, the Dean of Men, the Dean pof Women, three
faculty members appointed to three-year ‘terms (initially appoint-
ed to one-year, two-year, an@ three-year terms), and three stu-
dents selected by the Student Senate. The chairman of the com-
mittee is the ?ean of Student Personnel. :
. . E
T ' " 3. The INFORMATIONAL RESOURCES COMMITTEE is” composed of the Head
: , College Librarian, the Computer Center Supervisor, the !ledia
’ - Center Directortoﬁpe Associate Dean of Instruction, four faculty
members chosen represent the areas of Humanities, Watural
Sciences and Mathematics, Social and Behavioral Sciences, and
o Education and Physical Education and Business, and four students
selected by''the Student Senate. Faculty ‘appointments are for
three-year terms (initially appointed by one one-year, one two-
yYear, and two three-year terms). The committee elects its .
chairman. . . ~ . ' .

' 4. The SPECIAL EVENTS COMMITTEE is composed of the Assistant to the
President, the Director of Public Relations, three faculty mem-
bers appointed to three~-year terms (initially appointed. -0 one-
year, two-year and three-year terms), and three students selected
by the Student Senate. The committee elects its chairman.

5., The MERIT SCHOLARSHIP COMMITTEE is composed of the Dean of Stu-
dent Personnel, the Director of Admissions, ur faculty members
chosen to represent the areas of Humanities,/Natural Sciences
and Mathematies, Social and Behavioral Scllences, Fducation and R
Physical Education and Business; facultyfAppointments are for B
three-year terms (initially appointed one one-year térm, one
two-year, and two three-year terms). e committee elects its
chairman.

s 6. The HONORS COUNCIL is composed of the Deén of the Colleqe, the\\\
Associate Dean of Instruction, five faculty membets appointed

to three-year terms (initially appointed to one one-year, two

two-year, and two three-year terms). The committee elects its

chairman.’ \ - -

7. The FACULTY LOAN COMMITTEE is composed of the Dear of ‘the Col- ;
lege, the Business Manager, and three faculty members appointed
to three-year terms (initially appointed to one-year, one two-

4 year and one three-year terms). The chairman of the committee

' ' is the Dean of .the College. '

8. e DUATE CcoO is composed o 1ty members selected
. Ay by the\Pres t. of tHe co 8

The
of the College. /,/‘2'/75—- ) .
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_ selected by the President.
the Business MAnager.
1Y 4

0,

10.

RS
©12..
13,

The BUDGET PLANNING COMMITTEE is composed of faculty members
The chairman of the committee is

The EQUAL EDUCATIONAL. OPPORTUNITY COMMIWTEE is c0mposed ofr the
chairman of the Curriculum Committee, the chairman of the
Student’Personnel Committee, the Director of Admissions, -two
faculty members appointed to three-year terms (initially appoint-
ed to one two-year and one three-year term), and two students
selected by the Student Senate. The’committee elects its

chai . , :

S AL o
The PLANNING COMMITTEE is composed of the Plymouth State gillege
alumni representative to "the Board of Triistees, the elected
faculty representative to the Board of Trustees, the Assistant .
to the President, the Studenﬁ Body President, two students of
Junior Class status or above selected by the Student Sénaxe,

"and three faculty membérs appointed to three-year terms (Lnitial-

ly appointed to one-year, two-year, and threeryear terms) .
committee elects its chairman.
I

The PARENTS' DAY COMMITTEE is composed of three faculty members

The

appointed for three-year terms (initially appointed to one-year,"

two-year, and three-year terms), three students selected by the
Student Senate, and the Director .of:>the Student Union. The com~
mittee elects its chairman. , “

The ATHLETIC COUNCIL°

a. Composition: The council is composed of the Chairman of-the
Physical Education Department, the immediate administrator
of the intercollegiate athletic program, one coach elected
by all coaches, four faculty members excluding Physical Edu-
cation Department members, and four students selected by
the Student Senate. Two of the faculty members are men and
two are women; all are chosen to be broadl#f representative
of the interests of the college; one of the faculty members
is a graduate of Plymouth State College. The faculty term
of gervice is three years (two initial terms are for two
years) .
not more than two student members are Physical Education
majors. The Business ﬁhnaqer is a special consultant to the
council. ‘The council elects its chairman; no member of the
Physical Education Department may serve as chairman. Regular

.rmeetings. at least monthly, are held. The agenda is prepared

by the Chairman of the Councilfwith the advice and céncur-
rence of the Chairman of the Physical Education Department
and the immediate administrator of the intercollegiate -ath-
letic program.

Functions: The Council

A-6 ) '
B \

Two of the four students are men and two are womenj;-
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1. Makes poli (with the consent of the President and the
faculty) c ernlng intercollegiate programs:
y _
(a.) Decides overall intercollegiate issues: number of
~ - varsity teams; addition or deletion of varsity sports.
(b.) Gives advance approval of schedules; monitors balance
° among schedules and between schedules and academic
progr '
Ae.) Formulates policies concerning recruitment. .
(d.) Monitors fund.expenditures. - Logt
- (e.) Advises concerning awards.
2. Makes recommendations to the President or the faculty . .
concerning policies connected with athletics when, in the
council's judgment, the issue merits broader discussion than
_ is-available within the council proper.
3. Advises those concerned about public relations or image-'
making for the college as a whole with respect to athletics.
4. AdfGdicates disagreements concerning interpretation
policies, use of facilities or expenditures of fun where
intercollegiate issues are concerned. ’ _
5. Adjudicates disagreements coricerning use of facilities if
S N conflicts arise between intramural programs and intercolle-
\\ . giate programs.
. 6. Recommends to the Committee-on Committees any further )
N functions which in the judgment of the Athletic Council re- °
\\\\ "~ quire policy decisions in these areas. ’

B. Special {(or Ad Hoc) committees shall be determined by the faculty as
.the need arises.

C. The Prestdent of the College is an ex-officio member of all committees
under this article and shall be' notified of. meeting times and places.

D. Committee on Committees _

1. A Committee-on Committees shall be appointed by the Faculty
.Speaker in consultation with the President of the College, whose
composition shall be six members, one from each of the following
major organizational divisions of the college: Humanities
(including philosophy), Social Science (including psychology),
Natural Sciences.and Mathematics, Fducation Yincludingkg ysical
education and business), Administration (including library
staff), and Student Senate.

2. Members shall determine their own chairman and meeting schedule.
The, tefms of service of each of the members shall be determined
by them in such a manner that no member shall serve more than
three consecutive years, but that, following the year of its
establishment, the committee shall have no less than three active
members who have served in the preceding year. New appointments

.
. .
. ’ ’ ' °
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" or replacement of members unable to serve shall be made by the
- Faculty Speaker in consultation with the President of the College.

3. The functions of the Committee &n Committees shall be as follows:
a. To review the function, structure, and compositien of exist--
ing committees (with the exqgeption noted under 4. below) with'a

view to recommending changéé where such changes may seem desirable.

s - b. To recommend tHe formation of new committees where 1t may seem
necessary in the performance of some functions not provided for in
the existing committee structure. P .
c. To recommend the disestablisKment or reorganization of conmittees
which have become unnecessary or redundanrt.
d. To coordinate the activities of the other committees with a
view to smcothing their interaction and eliminating overilap in:
their respective areas of function. -
_ e. To make periodic reports to the faculty concerning its activities.
o . .
4. The Committee-on Committees shall be concerned with all standing and -
ad hoc committees with the sole exception of the Faculty Welfare Committee.
No functions of the Committee on Committees shall be interpreted as having
reference to the Faculty Welfare Committee. » . o
Currictalum Committee - The Curriculum Committee is composed of twelve
members.

1. COMPOSITION: The Dean of the College; the Associate Deen of

- Instruction; the Registrar; the Chairman of the Education Department;

five faculty members not department chairmen. selected from the fol-
lowing areas; one from the Humanities, one from the Natural Sciences and .
Mathematics, one from the Social and Behavioral Scienges, one from Edu-
cation, Physical Education, Business, and one from the Library; three
members selected from the student body, to be chosen by procedures es-
tablished by thg Student Senate. . . \

2. SELECTION: The Faculty Speaker, with the concurrence of the President
of the College, will present to the Nominating and Balloting Committeé,
three nominees for each faculty position. Election is by majority vote.
of the faculty of all those present and voting. - Replacement members are
chosen as needed by the samd@ procedure to serve out unexpired terms.
Regular elections are held at the last regular meeting of the faculty
in the spring. , _ ) .

- . . Iad

3. TERM OF SERVICE: Elected faculty members Serve four-year terms.

. Members of the initial committee will a ge shorter terms for some

members to insure maximum continuity g the elected faculty. Except
for election of the initial committ and the member from the Library, one
faculty member is elected kach year.

4. CHAIRMAN: The Chairman of the'Committee is elected annually by
the members. ' . :

5. CONSULTANTS: The committee may ¢ 11 in as many consultants,as often
as it wisghes. . ’//////p S .

s

_ a8 .
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DUTIES: -

a. The committee considers and approves or denies by its own

authority all minor* changes in curriculum. The committee puk:
lishes minor changes by distributing copies to all members of

the faculty and administration, to the officers and senators of
the Student Senate, and by posting copies of the changes on the
bulletin boards in Boyd Hall, Lamson Library, the Physical Edu-
cation Center, Rounds Hall, and Silver Hall. Action on minor
changes becomes official on the twenty-first day after the ac=
tion is posted, unless a member of the college community lodges

. an objection to the change with the Faculty Speaker before the

twenty-first day. '

b. The committee brings before théwxfaculty the comnittee's

recommendations concerning all proposed major* curriculum o
changes. ) " .
c¢. The committee periodically reviews the college curriculum
in its entirety and makes recommendations concerning revision.
*Major and minor are dichotomously defined by the operation of

' the system. A change is major (a) 1f at least one member of
"the committee maintains that it is major, or (b) if any member

of the college community requests of the Faculty Speaker, within
twenty days of posting, that a posted minor change be brought
before the entire faculty. A minor change, then, is any change

that all members of the Curriculum Committee deem minor, and that

no other member of the college community objects te.

Administrator Seledtion Committee N

1. The committee shall be composed of five faculty members and two

students. The faculty members shall be elected at the last regular
faculty meeting of -the year to serve for three-year terms. The stu-

‘dent members shall be selected by the Student Senate.

2. Yhe committee shall be favolved in the selection bf academic and

‘student affairs administrators. vo 7o A £ 6 (- cfec i Scrl g

Nominating and Balloting Committee

1. COMPOSITION AND SELECTION: A committee of five (5) appointed: by

the Committee on Committees from among volunteers who have responded
to a request put out by the Committee on Committees. This will be

done during December of each year. N

¥

2.

TERM OF SERVICE; The committee will cease to function after the

esults .of: the election are postéd and annopnced at the last faculty

must be -replaced on a committee

meeting in the spring: 1f, for any reason, elected faculty members’
before or after an election, this will

be done by nomination and election from the floor during a faculty
meeting. ' -

.. . A-9 l N -
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3. DUTIES: Set up_.a timetable for the follo&ing functions: . -

a. Prepare nominating forms for committees that have positivns
open and circulate forms to faculty;

b. Collect ‘the above'forms,

c. Circulate list of names of, nominees to faculty with enough time .
for any nominees who do not wish to be nominated to remove their
names by informing the nominating committee.

d. Make up sample ballots and post on all office building bulletin
boards; " -

e. At the last faculty meeting, conduct an election using prepared
ballots. .

4. ELECTIONS: ' « .

a. This method will be used for all committees whose members are
E nominated by the faculty.

+

"b. The membership of the Curriculum Committee will be determined.

it presently is with dne change--the names of the nominees shall be
presented to the Nominating and Balloting Committee by the Faculty
Speaker, and the names of fhese nominees will be placed on the ballot.

Commi ttee on Continuing ﬁducation

1. COMPOSITION: The Director of Continuing Education; thirteen faculty
members, one from each of the folléwing departments: Art, Business;
Education, English, Foreign Languages, Library, Mathematics, Music,
Natural Science, Philosophy, Physical Education, Psychology, and Social
Science; one undergraduate student, and one graduate student.

2. SELECTION: ¥Faculty representativeskshall be elected by .each depart-
ment in the spring term before the last regular faculty megting so that
the names of representatives may be announced at that meeting. The
undergraduate student representative shall be selected by- the {Student
Senate. The graduate student representative shall be selected by the

recognized members of the graduate student body. The Director of Grafu~

ate Studies shall be responsible for setting up the selection machinery.
Replacement members shall be chosen by the same procedures to serve out
unexpired terys of faculty and student representatives.

3. TERMS OF SERVICE: The Director of Continuing Education shall be a

" permanent member. Faculty representatives shall serve two-year terms.

Members of the initial committee shall arrange by lag for six of the
faculty to serve one~year terms.

4.,CHAIBMAN. The Chairman shall be elected by the Cbmmittee on

. Gontinuing Education.

5. FREQUENCY OF MEETINGS: The Committee shall meet at the call of either

- the Director of Cbntinuing Education, the Chairman, or a majority of the

members.

6. DUTIES: The duties of the Committee shall be to advise and assist

with the formulation of policies, procedures, and programs relating to
dontinulng education. The Committee shall make recommendations to the
President ard/or faculty when issues deserve discussion outside of the
Committee.

-
-
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. Article X '

L ) Parliamentary Authority ]

The rules contained in Robert s Rules of Order (Revised) shall govern.
the faculty in all cases to which they are applicable, and in which they -
are not inconsistent with these by-laws or the By-Lawa of the-Trustees

of the University System of New Hampshire. ' | {
, : . . . - . N
: " Article XI
' Amendments

3
.

H

Cea

A. These by-laws may be amended at any regular faculty meeting by a vote
. "of the majority of the entire membership or by a two-thirds vote of .
those votipg, whichever is less.

B. These by-iaws may be amended at a séecial f&culty‘meeting by a vote .
of the majority of the entire membership. ’

- . -

: . & ' v . “
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GENERAL DUTIES OF FACULTY COMMITTEES :

1. Admissxons Policy Committee - DeVelops and executes plans for
recruitment of the type of - student who should be successful- in e of the
college programs

2. lAdvisory COuncil - Se Paragraph A, Article VII of the Faculty By-Laws
\ (Appendix A.) - : ‘ s

3. Athletic COuncil,- See Paragraph A.14, Article IX of the Faculty By-Laws
(Appepdix A.) ' . . _

4. Budget Planning Committee --Reviews budget requests submitted by depart-
ments, sections, and offices, and recommends priorities for the' allocation
- of available funds. .

5. Committee on Committees - See Paragraph E, Article IX of the Faculty By-
Laws (Appendix A.) . .

6. Curriculum Committee - See Paragraph F, Article IX of the Faculty BynLaws
(Apﬁendix A.) A .

& *

7. ’Equal Educational Opportunity Committee - To recommeno policiee which will
facilitate maximum opportunities for all, regardless of race, sex, origin,
or beliefs. _ ‘ \ .
* . , S —— - .
8. Faculty Loan Committee - See Paragraph O, Section VII.

9. FacuIty,Welfare Committee - See Paragraph A, Section VI of the Faculty By-
Laws (Appendix A.)

10. Graduate Council - Recommends policies and procedures governing progres- ,
sive development of our graduate program. Establishes standards for- ac~
' ceptance of candidates for the program and passes upon the attainment of
program objectives. See By-Laws of the Grdduate Faculty, Appendix E.
o
a. The Admissions Policy Advisory Group + A sub-committee of the Graduate
Coungil. See Appendix E, By-Laws of the\braduate Faculty, Article VII,

Paragraph A.l. '

v
b. -The Evaluation Advisory Group - A Sub-committee of the Graduate Council.
See Appendix E, By-Laws of the Graduate Faculty, Article.VII,rParagraph A.Z.

-

11. Honors Council - This committee of five serves as 'the policy recommending
body for honors programs. .

.
~ S

12. Informationak’Resources Committee - Advises the Colleqe‘Librarian, the
. . Media Services Coordinator, and the Director of’ the Computer Center,; Recom-
mends policies.Lk

| APPENDIX B _
¢ . Plymouth State College -

' ‘ ‘ " ,Faculty Handbook
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13. Merit Scholarship Committee "~ To scre

14. Parents' Day Committee - Plans and e

pz 15. Planni¥y-Committee -

.

en appropriate qﬁndidates é?d recom-
mend'ngit.ScholarshipvRecipients. '

/
/

ffects annual Parents' Day program.

a A .

8

To monitor and coordinate institutional ‘planning

‘Progress and to recommend new planning objectives and priorities.

16. Special Evgnts Committee - Members act as a_resou;ée pool to advise, plan,
and execute those special events directed by the President.
17, Student Personnel Committee ~ Aévisés the President, deanss and the Ad-
visory Council on matters. involving student welfire. ’ .
L S . -7 .
18. Review Committte - See Paragraph €, Section VI bf the Faculty By-Laws
(Append%x A.). s
a : v . @, ’ '
19,

21.

22, ' Committee Qn Continuing Fducati

3.
4.

5'

20. Nominatings and Ballotingqbommittee -8

Administrator Seleotion Committee - See Parag#aph G.2, Section IX of the
Faculty By-Laws (Aopendix A.). : | ‘

— A

ee Paragraph H, Article IX of the
Faculty By-Laws (Appendix A.). ' :

’idministration Fvaluation Committee - Develops and execiites ans for
.the effective evaluation of those administrators. listed in Article III

qf the By-Laws pf the Plymouth State College5F5cu1ty.

gn - AsSist the Director of,Cbntinuing
ng, summer, interim, and special programs..
licies and procedures. . :

Education in planning” for eveni
To recommend new and reviségd p

©
o

GENERAL DUTIES _O_E OTHER COLLEGE. COMMITTEES - 6
nion Board -,To'édvise the birectbr of. the Student Union and'to
w and recommend on .Union operational poliqies and procedures. -

Lo _ ' T o : \ L
Acddenic Dismissal Review Committee - To review appeals: for reinstatement
from students who have been academically dismissed and desire readmission
‘to the College. S h ' ;

B

e

- Computer Users Cormittee - To coordinate and facilitate computer usage at

the College. To recommend reyvised systems and equipment. J

. ) ‘ N . ‘ Y M -
Advisory 00uncilﬁ9§_oiscipline - To serve as an appeal b;:Zd for any mem-
ber of the student body whd feels seriously aggrieved by a decision of the

- : R .

~~Judiciary Boa;d? o
. A

mative Action Committee — To monitor the College's Affirmative Action

T . . 2 . £ 3 . . K3 .
. progﬁ%gggnd to recommend new and revised policies and procedures.

6.

a

Safety Committee - To recommend.policies by which the College can best
conform td& federal and state spfety*eégﬁlations. _ .

. . B2 . - b
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A . N - ' 9 o 4 T S
qw 1 - . i .S e, . ,. % N
) . ~ .

P . ) . - . . .




‘uniformity _among the’ various departments without removing- from the depart-

A}

-

' PROMOTION AND TENURE GUIDELINES

o

L , . . ’
1. Promotion and Tenure sGuidelines *

\

o

The decision to promote and/or ‘tenure a faculty member at Plymouth State -
College is based upon four criteria: .

-

A. Competent teaching or librarianship ' o .
. B. Scholarship and/or performance

c. Setvice’ o - ' . -

* . , . . /

D. Eligibility o - .

\ ~ . , .

The Quzpose\of these guidelines 1is to specify procedures by which a
faculty niember is to be judged in’ these four areas and to establish some

ments the initiatiwve and responsibi lity vhich is rightfully theirs. The
primary goal of the guidelines is to establish fair and impartial proced~
ures by vyich faculty may be judged

\ . .
2. uMethod - : , - -
: 4 - ' .

A, Each Faculty member who is to be promoted and/or tenured is to be
evaluated at four steps or levels. These are:

- (1) His department's Promotion and Téﬁure Committee
(2) His department chairman ° .
(3) The Dean of thé College - v
" (4) The President of the‘Coliege S ’

)

- [

The candldate w1ll be evaluated byﬁeach of these levels, in ordera
with the result-of the evaluation, at each step, available to the suc-
o ceeding 'step. Th¥s is to be done according to the timetable presentedﬁ
*in Enclosure 1. Each evaluation level is to make a written report
citing their recommendation and the reasons why such a finding was
reached, including data upon which their reasoning was based. T:és
report is to be given to the next evaluation level~and is to be made
available to the faculty member under consideration. . Each evaluation
N level is to review the ‘recommendations given to it, to add any perti-~
nent data‘not previously considered and to make a recommendation based
e total. If its recommendation is in conflict with a recommenda*~ _
tion made by evaluation level which has preceded it, the evaluator(s)
is tare) obligéd to schedule a meeting between the two levels in disa~
.greement t©O loxe these differences. If the differences are not
resolved by this joint meeting, the evaluator(s) is, (are) to contain
his (their) report; a full explanation of the reasons for the differing
recommendations. . - ’
h . '
B The department s Promotion and Tenure Committee wigl consist of no .
more than five members.. It is the responsibility of each department to-
decide by vote, comﬂkéiee composition and membership. The department shall

ki v

o
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also decide upon the operating procedure for the committee, observing the
guidelines’ presented herein, striving .to maintain similarity.among the

various departments, of. the college. ,Since department chairmen provide a

separate evaluation level, they sh0uld not be part of the departmental ,

committees._ 3 . gp .

C. At the beginning of the -evaluation process, the Dean of the College,
will provide for the Departmental “Promotion arid Tenure Committee any -
‘necessary information contained in the candidate's personnel folder.

-

D. Based upon the reports of all-previous evaluation levels and his
own evaluation, the President of the College will make a final 'recom-
mendation to the Board Of Trustees. At this time, he will also report °
to each evaluatiOn.level which consideredl “the candidate, and to the
candidate, the final recomgendation andgghe reasons and facts upon
which it is based ;
Elaboration of Criteria .

- . . N -
A. Competent Teaching,or Librarianship_e— Each’ faculty'member whose
duties lie in these ‘fields, is expected te&be a. competent teacher or a -
competent librarian. Serjious deficiency in this area bars promotion
and tenure. Competency of. teaching is to beé Judqed at appropriate
evaluation levels based upon the opinions of appropriate groups of |
persons to include- . Sy

BN

~ (1) The faculty member himself
(2) Students , v
(3) Colleagues of the faculty megber under consideration
(4) The appropriate department cMairman ¢ -
(5) The academic deans and the President of the College

M
o

Com?etency.in librarianship is to be evaluated by:

{1). - The library faculty member

(2) -Library users . ‘

(3) The library professional staff. -

(4) The College Librarian’ arJ

(S) The academic deans and the President of Ghe College

. ~
. -
.
v

B. Self,Evaluation -~ Fach year, every faculty member who is a pqﬁential .
“sandidate for promotion "and/or tenure, should present to and discﬁss-with--
<;:: department chairman a-sglf-evaluation report (Enclosure 2} This-”'

report is the faculty member® S view of his accomplishments of year.

These reports are to be available to each evaluation level. . ~ G

c. Student Evaluation --gEach faculty member who is a potentaal candi-

date' for promotion and/qr tenure should be evaluated by each of his .~

classes, each semester, using, the student evaluation form presented at

Enclosure 3. These evaluations form the raw data upon which the recom-

mendations based upén-student opinion may be formed.. ‘

14 L= a

D. Colleague Evaluation -- At the time of consideratioh for promotion ’

' and/or tenure, the Departmental Promotion and TenureLCommittee is '

7/1/74
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charged with obtaining information about the candidate's teaching ,
from the candidate's colleagues. The definition of precisely who the

. candidate's colleagues are is left to each department's committee, °
However, a 1ist of who is included is part of the data, and may be

- chalenged by other evaluation levels or tggfcandidate. Usually, col-
league (in this sense) means fellow department members, .~

. E. Department Chairman's Classroom Evaluations -- Every year, the ap-
propriate department chairman should visit the classroom of each faculty
member who is potentially eligible for promotion or who has not
received tenure. They should report their evaluations in the manner
specified by the Chairman's Evaluation Form presented in Enclosyre 4. ,
These evaluations are to be the raw data upon which this aspect of
teaching competence is to be judged, and should be available to each
evaluation level. o J ;

. . T -7

F. Dean's and/or President's Classroom Evaluations -- ‘In cases where

2,

they are invited to visit some gxperimentq%ﬁor’especially'interesting

teaching, or inm other cases where their independent initiative seems to
indicate its desirability and wisdom, acaderic deans or the President
may maké similar evaluations to those of the Department Chairman.

*G. Evaluation of Librarianship -- Librarians will be self-evaluated
according to the‘manver described in Paragraph 3.B. (above). Student
evaluation 'as described dn ‘3.C., is not appropriate to librarians;
howevex, at the time of consideration for tenure, the library's,Pro-
motion and Tenure Committee is charged with obtaining library piser '
evaluation of the candidate's performance, if his duty includés inter~

Waction with library patrons. Evaluations of librarianship by the library
professiongl\staff and the Cbhllege Librarian are to be obtained in
analogy to Paragraphs 3.D and 3.E. except that the ‘evaluation form
used is not- that presented in Enclasure 4, but rather are specific to
librarianship and ai:ugresented in Enclosure 5. This includes a form

for gathering collea opinion, which Should be used with presen-
tative sample of faculty users of the librarian's sérvices.
H."Scholarshig == Each faculty membér is expected to be involved in a
scholarly manner in his chosen field. It is the responsibility of the
Department Promotion and Tenure Committee to establish some basis for
judgment of the candidate's effort and success in this area. Publica~
tions should be judged with special importahce. Lack of or scarcity

of publication may not be equated with lack of scholarship, nor, on

the other hand, may publications be used mas de facto proof of real .
scholarship. Quality as well as-quantity should be evaluated carefully.

I. Performance -~ Those faculty whose responsibilities include per-
formance (see 3.K.) (for example: artists, theatrical directors, musi-
cians, coaches) in addition to or instead ofyscholarship are to be
evaluated on"the quality of their fefforts. This is a highly indivi-
dualized matter specific to each field, and must be judged accordingly.
It is left to those departments (for example: Art, English, Music,
,PhysiaqshEducation) to formulate guidelines for judging performance
r

appropriate to their discipline and to present these to all members

Y
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o whose responsibilities lie partially in this mode and to make the
1ines available to all evaluation 1eve1s1 -

' ‘ . J- Service -- Each faculty member is expected to be of service to the . ’
: college and to the community wherever service to the people of New '
. ‘Hampshire, on behalf of the. college, is needed. This latter should not
- . be confused with community service or civic participation d6ne as a
' - ' ’ private individual. (It is the charge of the Departmental Promotion .
and Tenure Committeq®to ascertain ways in which the candidate has dis-. .
charged this function. They should provide’ factual .basis-for their =~ -’ .
own recommendations and for the use of other evaluation levels. Such e
;0 _ i , facts may be obtained, for example, from the candidate's self-evhluation
' o or records of:the Dean of the College '(committee assignments, etc.).’ Tre
Attention should be given not merely to.formal positions of service®, ' , ¢
{committee memberships, etc.), but of actual contributions in each L
position. . . - R )
K."Emphasis Given to Each Category - At “the time of Jointng the colIege Pl
faculty, it should be made clear to each faQulty member,. as weIL . - .
as to his department chairman and the Dean of the Gollege, the respon- * . o
sibility the faculty member bears in each of the® various” categories “nm-“ ,
for being of value to the college, i.e., the approximate weight , = -
assigned-to each in his evaluation. This is an individual matter, '
specific to each faculty member, and is. determined both by departmental‘-
and college-wide needs as well as the faculty member s interest and '

particular abilities. Such agreement should be in: writing in broad o
outline, and will determine the approximate weight” given to the category - ¥
" during evaluation. Clearly, the needs of the departmentiand the college: ]
. ' and the interests of the faculty may change. If such a change fs~‘ BELIE I

mutually acceptable, it should be noted formally so thaé?a person is
: not judged against improper criteria. All faculty have some‘ responsi-
. . bility in each area. As befits an institution such as PlymOuth State
' College, the majority of each person's responsibility lies in the area
’ S of teaching, however, within, this general framework, the mix of respon-
sibilities is an individualized matter} with college needs necessarily .
taking precedence over individual desires when there is a conflict.

. L. Department Chairmen who are potential candidates for promotion and/
or tenure will follow these guidelines except that the academic deans
, *will replace the chairman as the classroom evaluators.« Also, evaluation
- level 2 (Paragraph 2.A. (2) above) would not be appropriate in this case
’ and would be bypassed. o .

4. Eligibility for'gyomotion and/or Tenure
A. ANY FACULTY MEMBER WﬁO.IS ELIGIBLE FOR PROMOTION -AND/OR TENURE,
] AND WHO DESIRES CONSIDERATION, ‘IS AUTOMATICALLY A CANDIDATE AND IS TO
- . ) BE EVALUATEY FOR SUCH CHANGE IN STATUS YEARLY, UPON HIS INDICATING
’ HIS DESIRE TO THE CHAIRMNN OF HIS DEPARTMENTAL PROMOTION AND TENURE
- ICOMMITTEE

B. The result of the yearly evaluation may take three’ forms.-

o 7/1/74 . c-a : B -
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(1) Recommendation of promotion and/or tenure

(2) Recommendation (in the case of non-tenured faculty) of terminal
contract , -

(3) Becommendation of no change in status at the present time

A recommendation of no change .in status does not imply that the
faculty member concerned is not adequately performing his responsibili-
ties. It merely states that, at this time, there is not, sufficient
reason to arrive at a decision to promote, tenure, or terminate. Part
of the evaluation process should include a discussi with the candidate’
of the manner in which his duties have been performed. (See annual
evaluation in Paragraph 5.) ) »

C. If a department chairman or dean feels that a terminal appointment
should be given to a faculty member who is not eligible for promotion/
tenure considerations, they may direct the departmental committee to
consider such action. The findings of the Departmental Promotion and’
Tenure Committee are then forwarded as in consideration for promotion
and/or tenure considerations. In this event, the specified dates in
the timetable may not be pertinent but should be in accord with AAUP
policy recommendations.

' D. Eligibility -~ At the time of joining the Plymouth State College
faculty, each faculty m r will be given by the Dean of the College
2 statement specifying the nu ears of experience in his rank

~ with which he is being given credit for promotion and tenure purposes.
This starting point is based upon previous teachinq experience and/or .
other equivalent experience.

-

E. Instructors are not eligible for permanent tenure, but are eligible
for promotion consideration in their third year, or if their qualifica-
tions change. A decision to promote or give a terminal contract Tust
be made no later than during the sixth year.

F. An assistant professor is eligible for.tenure consideration during
his third year at Plymouth State College. A decision to give tenure or
a terminal contract must be made no later than during his sixtﬂhyear at
Plymouth State College. b

G. An associate professor, promoted to this_rank, is appointed with
tenure if he has 'been a member of the Plymouth State College faculty
for three years (at the time the promotion takes effect). An asso-
ciate professor newly appointed with that rank 'is eligible for tenure
consideration during his second year of service at Plymouth State Col-
lege. Tenure or terminal contract for all asgociate professors must
be decided upon ‘no later thah during their fourth year at Plymouth
State Colleg®. An associate professor is eligible to be considered for
promotion to professor 'in his fifth yYear at that rank.

H. A professor promoted to this rank is appointed with tenure if he
has been a member of the Plymoath State College fa for threesyears
: (at the time the promotion takes effect). A faculty’member newly ap-
pointed with the rank of professor is eligible for tenure'consideration

)
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6.

during his second year at Plymouth State College.. Tenure or terminal -
. contract for all professors must be decided no later than during their
~ fourth year at Plymouth State College.

I. In addition to these length-of-service requirements for eligibility, -
the candidate, in order :to be promoted and/or tenured, must meet - the
educational requirements for the rank to which he'aspires‘ : T
Instructor: Master s degree S
.Assistant Professor: Master's degree + 30 hours
Associate Professor: Doctorate or other terminal degree e
Professor: Doctorate or other terminal deqree < )
J. In the event that, in the opinion of all- evaluation levels, a faculty
member has an excellent reputation for service to the college, or at
least a statewide reputation as an eminent teacher/scholar, ‘the waiting
period.and degree qualifications may be Gaived except as provided below
for all ranks Up through' the Associate Professor. To be promoted to the

- Professor level, in the event that in the opinion of all evaluation’ levels

a faculty member has a national reputation as an emlnent»teacher/scholar,
the waiting period and degree qualifications may be waived. In any event,
unless the time limit is waived by the Board of Trustees, a person must

sexve at least one full year at Plymouth State College before being

eligible for consideration. for tenure.

Annual Evaluation

’
<

A. Every non-tenured faculty member shall receive from his department
chairman™a yearly letter of evaluation. - A copy should be sent to the
Dean of the College. Every non-tenured.faculty member within two years
of a tenure decision shakl likewise receive from the Dean of the College
a yearly ldtter Hf evaluation. The letter should state his!bases for the
evaluation. Every non-tenured faculty member within two years of a tenure
decision shall be entitled to*a joint personal conference each of the two’
years with the Dean of the College and the chairman of the department, to
exchange views in hig progress_ in his assigned position. '
B. These 1etters ghould be signed by the faculty member with a state-
ment acknowledgj ling receipt but stipulating that the faculty member does
not necessarily agree with the contents. . The faculty member should be |

- allowed to append to these letters (which are to become part of his

permanent file) a letter of comment upon ‘the .Dean's and ;pairman s remarks.
A copy will be pfovided for the.faculty -member's files.

‘ » )
Disposition of Evaluative Materials :

, The President's final recommendation and al’s data upon which it is

based becone part of the candidate's personnel ‘file. At any time prior to

the President s final recommendation, the candidate may withdraw himself from
further consideration. Should he do this,.his Promotion/Tenure Recommendation
Folder*and all materials generated by it shall be returnefl te the person
originating them. '
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Enclosure ‘1

. | - ' Timetable = . N
) N V’ R T » . .
. . : : : . . _ _ . Lo N
~ December 1 Department Promotion and Tenure Committee recommendation
due for each ‘eligible candidate \
December 20 Department Chairman's retommendation due ' -
’ January 15 _‘\Dean of the College's recommendatiéns due
~\ January 30 President's decision upon rgcbnm\éndations due
. J ‘ ) @ A . N
o . . . by
On the due date, each evaluation level must: - ' _ ;é*
1. s its recommendation.on to the next step
" 2. Not ‘Ex\the_ candidate of its recommendation and the basis for it
. N o ] e . ’ - .
. o -
v ‘ . ¢
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EnclosuS: 2 .
. , Faculty Annual Report Sheeat N o '
- ‘ Report is to be submitted by faculty member to Department Chairman by
- November 15 of each year; Department Chairmen are to submit report sheets
y for members of their departments to the Dean of the College by December 20. -
Do not repeat previous year entries. List achievements and activities_as
of this year. Persons new to the Plymouth faculty are re sted to make
. this cumulative. L : . -
’ Name : * Department: O
' .- Date:
Year .peported on: - = . .
. 1. Publications , - = O
c T Title ' . Journal.- 3 . .
I e : ’ SR v
2. Research - ’ : - .
Brief description including its relationship to your professional
growth and teaching. How much time~wa§ lnvclved? '
7/ - .
* ) N *a '
3. Committee Assignments
. ‘ List both college-wide and departmental committees. -
Name : : Approxiﬁate hours ,Work required outside
‘ meeting per mOnth of- meeting ’ ,

. ‘ -
A . ’ , . e

4. Advising - ’ T ’ ’
(a) = Number of -advisees ' Time involved monthly in advising
(b) - Numbex of\ﬁaat4r's.candidates . Approximate total time involved
P o . ‘ .
. . A - N . 4 "
_ (c) Campus .activities (list) Time involved per month
. \ he . < v_: ' ) * N ¢ X,“ v &'?‘ P .
) ¢ 5. Performances and Events -« J ¥ .
B . \ . .
) T If applicable, list performances (musical, thestrical, art ‘exhibits)
! - participat and manner of participdtion and sports coachéd. _ -
o2 : * . Approximité the total time involved for each. .
. s . ' - R B L) -

7/1/74
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10.

11.
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-Enclosure 2 (eontinued) 7 T
1
.6. New Prdgrams and Innovative Teaching S ' -
List new programs and courses you have helped develog.stating the
ektent of your participation and the time 1nvolved._‘ .
7. Professional Growth ' .k ’

. »

t conferences-attended, participation in WOrkshops and institutes,
. es taken, etc. -

Activity in Professional Organizations
%

Meﬁberships held? . T e _ o, .
Offices held? . > 5 ) &

/‘ . ‘ . ’ ) ’ -
‘Professional Activities- - \ R

Consuitantships, speeches'given, etc.

Community Contributions: (participation in civic affairs on behalf of
the college) . '

>

Miscellanéous Comments ‘i

A

List any other’ items pertinent to your responsibilities as a Plymouth

State College Faculty memberxi 3

-
A

Ay

s




. - Enclosure 3 3

. . The Student Evaluation Form

~¢

- : . S \

-

Stﬁdent Questionnaire:‘ Student’ evaluation of instruction

—— <

L4

" Bear in mind that these are your opinions, if you’ have no basis for: "

- . Ssuch, or if the question does not apply to your case, leave the response
e . blank. Your responses are to be made on the accompanying computer.sheet,
use a soft lead pencil and don't sign your name.

3

Part A: Ydur response to each of the questions 1-5 should be: 1=poor;
2-below average; 3=average; 4=above average; Ssexcellent.

1. Does the instructor provide effectively for the development of
appropriate skills in the subject area?

o 2. The instructor's ability to eXplain'éourse material is:

3. The instructor's interest in the subject is:

[} . -

. 4. The instructor's knowledge of the course material is:
b & ' * o )
5. The instructor's organization of course material has been: ,

Part B: Your response to each of the questions 6-26 should be: O=not
applicable, l=never; 2-1nfrequent1y; 3=frequently (meant to be .
an "average" rating); 4=nearly always- S=always.

6. Does the instructor allow students to express their own views
without fear of reprisal? -

7. Does the instructor show responsibility in meeting class?

, . 8. Does the inetructor demonstrate enthusiasm for subject?

9. Does the ingtructor make himself available to students‘?utside class?

10. Has the instructor i:een fair in his dealings with you? o

11. Does the instructor exhibit arfriendly and approachable attitude?’
12, Does the instructor create intere;;\ﬁnd stimulate thinking in students?

. _ 13, DGEa the instructor present material in terms that are understandable
to students? .

g . 14, Doei the instructor make reasonable assignments that are heipful in
3romot ng the understanding of subject matter?

@

15. Does the instructor give meaningful answers to questions?

“ . .
7/1/74 . ) c-10
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o *  Enclosure 3 (continued)
a'l' - o~y :
~— 16. Are classes an aid to your mastery of the subject matter?

-~ ,
17. Are course objectives clearly stated?

18. Does the instructor stick to the subject matter rather than use the
class as a forum for the instructor's personal opinions about topics
bearing little or no relationship to the subject?

o E]
19. Doés the instructor stimulate an interest in learning?

“ b '20. Does the instructor use the class ;ime effectiveiy?
s 21; Does the instructof se2m congerned about your intellectual deveiop—
‘ » Tent? »
22. Does tﬁe instrgctor assign érades fairly?
2 ) 23. Does ﬁhe inéﬁructor comnuficate a knowledqe of the subject matter?
54. poeé the instructor clarify course onectives?
25.. Does the inst;uctor construct tests that consistently measure
course materia;g presented? . .
‘ 26. Doés the instructor communicate the relevance or significance of ‘ -

. . subject? ) !

L

. d . . A
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Enclosure 4

Visitation Report, Evaluation. of Teaching

-

Guidelines:

. \ :
A. The instructor must ordinarily be notified of the visit and given the
opportunity to explain the purpose (and-any unusual aspecta of the class)
to the visitor before the class.A, . ‘

-
~

B. The visitor should arrive on time, stay until the end of the class, and
be unobtrusive in his presence. . . / s
C. A report of the visito s evaluation should be available to the instruc-
tor within one week of’ the class.

D. The v1sitor should evaluate the instructor on the following ‘form. Any
item in which the instructor receives a less than average rating should
have the reasons presented in the comments section. .
E. If a particular day is not apprppriate, the instruetor has the right to
request and receive a visit on a different dsy. c

/ N M N
F. Rate the instructor in each of the £ llowing with: 1=poor; 2=below average;.
3=average; 4=above average; 5=excille Leave the item blank if you
do not feel knowledgeable enough to comment, or if this particular visitation
does not apply. - . . .

+ Administrative Evaluation of the Instructor as a Teacher

, . &
Explained material clearly.

Appeared to be prepared for class

Handling of qugstions and student ideas, etc.

. Apparent rapport with class '

]

Encouraged oritical thinking and analysis?

~

Maintained class interest 3 .

Was-class time well used? .

.

How did the professor react to student viewpoints different from
his own? . .

-

. ’ I
) ) '
© 9. Encouraged relevant student involvement in the class

10. Voice level and quality : - . “
[ * ] -

.

11. ﬁffectiVe gse of teaching aids (blackboard, machines, etc.)-
N o ;

[y . ~ . 3 -
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12, Handaled asaignmehts,,éxams,'etc.,‘well . _° . S

13. 'How would you describe the-attitude of .students in the class toward
'tge professor? IR : o
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' e \ . Enclosure 5 w .. . L
‘ C:iteria for Piomotion and Tenure of . i

B

' Library g_gulty at Plymouth State College

"

Professional libraxians at Plymouth State College, in general, are ex-
, pected to conform to the -same standards required of the teaching faculty.’
Any academic library is a highly complex teaching, academic service, and re-
search facility. The'major etforts and scholarship of librariams must be
‘directed toward solving the myriad organizational and service problems of
their individual libraries,* while encouraglng regional and national network
developmentf L V)

4

The evaluationrqf each individual must be basically on his contribution’
to the purposes of the library within the academic community rather than on
teaching'or .on publicatlpn. At the present time, this is a nationwide pat-
tern and not peculiar ta this college. ) _ .

- e
- All library faculty Are . fetained and promoted 1n\¥he light of their
continuing professional growth and value to the collége. It'is recognized,
that;tenure, particularly, is a lonq-range commitment of college reésources
‘and des€rves the most careful scrutiry. Recommendations for tenure are
made: with this fact in mind. Y . : B

. All evaluation levels considering a candidate, for promotion and tenure
should , - . '

I. Evaluate the candidate's demonstrated ability to carry out assigned
library functions with competency and efficiency. ThlS may be judged
by the candidate's: ;

[ »

b

(1) level of accomplishment in comparison with others in similar
positions;

. (2) effectiveness in utilizing assigned tlﬂe;
(3) participation in committee activity; ‘
(4) ability to analyze relationships, recognize problems, develop .
- solutions, and execute plans-
(5) resouﬂﬁefulneea and originality; and
(6) enthusiasm and 1nterest in the work.’

4

o

y
II. Estimate the effectiveness of interpersonal relations with co-workers .
and others. Where-applicable, capacity for leadership; effectiveness of

communication; impact on students; organizational ability; and the ability

*to gain the respect, confidence and support of the candidate's associates
and the public may be considered. )

III. Determine the potent}al for continued growth and the candidate s

ability to assume a changing" role as shown by suceess in keeping abreast of
developments in librarianship; participation in professional organizations,

conferences .and institutes; pursuit of a seff-designed program of study,
achievement of an advanced GEgree. " . \ a
-]
;V.~Asseeses the candidate's .contributions to the' educatibnal processes’

r of the college outside of the library. Teaching,radvising student ’

-« - \
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"Enalosure 5 (continued)

[ o R ) LI

< organizations, giving talks, and serving ‘on college committees may be
considered under this heading.

.‘. - J . V R

w v. Consider the candidate 8 aervice-to the college and the community

e K wherever service to the people of New Hampshire, on, behalf of the college,
This should not be confused with community service. or civic"

ig needed.
gﬁrtioipation done as a private individual. .
2 COnsider the’ candidate s. scholarly and aesthetic contributions to
»+ . the library, the college, and the community outside the college; Evalu-
‘ations of research; publications; and literary, dramatic, musical or
pictorial rtistic accomplishment would fall within this area.
f
. The Library Promotion and Tenure Committee has the résponsibility to _
. compile evidence pertainiflg to the candidate's performance in these six .
areas. Successful candidates for tenure will show strength«in the first
three criteria and demonstrate growth in two of the second three. g

’

Colleague Opinion of Candidate as a Librarian

You are being asked to evaluate a fellow: faculty member. If you feel
that 'you have not had sufficient contact with the faculty member, or have
no real basis for an opinion on any (or all) of these itemsL leave that -
response blank. Mark your responses on the computer sheet. Sign your

- name in the name position and print the evaluated candidate’s name in the
'1nstructor bosition at' the top of the'oomputer sHeet. g
W EE .
Rate the candidate in each of the following with: 1l1=poor; 2=below
. average; 3=average;. 4=above average; S=excellent. Return the form to your
.department ‘s Promotion and Tenure Committee Chairman or, his deaignated
representative be used whénever it is the chairman being evaluated)

1. Interest ‘in area of general and specific responsibillty .and gen-
~ eral abillty to communicate , i &_*\\ -~
2. Rapport/with students and concern for studénts . ) ’ -
- i ) « 4
3. Rapport with faculty/administratiom"

-

‘B 4y Mastery of 1ibrariansﬁ{p A
&} g. Keeps’up wiﬁﬂ new developments and mefhods in area of respdnsibility
{/ . 6. E;reotive (and/or flexible).use of work}methods and techniques _
N 7. Effecgivenegs as a éhpervisor'of other professionals .
R T g, Effectxveness as aiegperviSOr of clerical staff o )
§. ,E;fectiveness\as a.supervisor oﬁ student workersl . \
10. Ability to function well ih a working group
B 74 V4 ! R - .S c15
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Enclosure 5 -(continued) .- ‘ '

) i S
11, Professional contributions to the library staff or -faculty by vocal-’

izing suggestions and sharing ideas and newly gained knowledge of dev-

elopments in librarianship \ o n
12, Ability to represent the college well i“\community and profes- N
ional relationships , ‘e z

L .

13. overall rating as a librarian. (1f you did not feel qualified to

answer a majority of the previous items, leave this one blank ) !

- \ Evaluation by College Librarian

—

t
Sinﬁe professional librarians are observed on a daily basis, this con-
stitutes vis%tation. : . - -

7 e

'S

Because of the nature of library orqanization, pecific functions avre . ..:

delegated to profgssional librarians in accordance with job descriptions,

written statements\elaborating .details of, each function, -philosophy, goals, -

and responsibilities of the position. t is againe¢ these documents and
the Crissria for Promotion/Tenure of Lib ry Faculty (this Enclosuge) - that
the candidate will be evaluated in anecdotal form by the College Librarian.
Anecdotal eva{uations are preferable since specific job functions criteria
vary for each position. ' . . ‘.
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CHURCHES -

Assenbly of God
Rev. Joseph Bennett -

, éhtistian Science Society
Mrs. navid A. Scott

Church of Christ
Rev. Thomas Fowler -

Episcopal Church of Holy Spiiit
Rev. Bayard Hancock

Roman Catholic, St. Matthews
Father Watson =

.

United Church éf Christ

. .United Methodist Church
.~. Rev. Philip Polhemus

- ,DENTISTS - - o .

‘

»

Croweyl, Edward.B;
" . i -

Hurme, V.O. . »

: ,‘1‘ ) .

Learned, C}ifford‘B.
T .

- .Whifehill,‘Dunéan k. . .

Whitesell, Donald B.

4o

@ .

. AN ’
. - - ) N ~
' o DOCTORS
(.. _— \ * - -
* » * Archibald, John G.
. A Sy
) % Lt N o '
. Craig, Alastair ' v
- s . “ "
' ’

-

A A : 7)1/74

(Congregational) Rev. P.V. George

LIST OF AREA SERVICES -

v oo

[,

Address’

¥
.

Phone Number

3

or

-

or

or

S Amory Road 536-1471
Plymouth, N.H. ’
‘Winter Street 536-2340
Plymouth, N.H.
S ,
Tenney Mtn. Hgwy.-3A  536-2287_
Plymouth, N.H. $36-1781
Main Street ] - 536-1321%
Plymouth, N.H. '
School Street 536-2424
Plymouth, N.H.
Main Street 536-1953
Plymouth,. N.H. _ 536-1077
Highland Street . 536-1941
85 Main Street 536-1529
. Plymouth, W.H, T
*19 Avery Street 536-2815
Plymouth, N.H.
66 Main Street 536-2814
Plymouth, N.H.. . '
. . /
Tenney Mtn. - 536~-2588
Plymouth, N.H. .
#19 Avery Street '536-1445
Plymouth, N:H.
\ '////

20 Avery Street 536-2336 .
Plymouth, N.H. :
iAﬁighlaqd Street  536-2102

Plymouth,- N.H.
APPEMDIX D
Plymouth State College .
Faculty Handbook'
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DOCTORS - Continued

. %19 Avery Street .

Crane, Henry D. © 5361441
BN - . « - Plymuth, N.l’!- . .
_‘ N : ¢ ‘- -l

DeWitt, Reginald F. ' *19 Avery Street 536-1441

- Plymonpth, N.H. r
Kirk~Hurme, Eugenia % " .*19 Averxy Street 536-1441 -
(Pédlatrician) \ " Plymouth, N.H. L
McIver, Frederick D. 85 Main Street 536-1972"

’ Plymouth, N.H. : '
N =
Olmstead, S.H. 46 Highland Street 536-1558
Plymouth, N.H.
' - b B
Zak, Vlastimil 2 *19 Avery Street 536~1441
v ' : Plymouth, N.H. '
HOSPITALS v '
Sceva Speare Memorial Hospital ﬂithand\Street 536-1120
Plymouth, N.H.
oy .
Lakes Region General Hospital Elliott Street * 524-3211
o Laconia, N.H. :
Mary Hitchcock Memorial Hospital 2 Maynard Street 643-4000
: ' Hanover, - N.H. .

- v - []
Dartmouth-Hitchcock Mental 9 Maynard Street - 643-4b0b ’
Health Center ’ Hanover, N.H.-

NEWSPAPERS - . | - : )
Concord Daily Monitor . 39 Franklin Straet 934-2409
: . ‘»,’ Fl:aﬁklin, N.H.

Plymouth Record (weekly) 111 Main Street 536-1312
v :ﬂymouth, N.H. ] ~ ¢
: : - c 3 .
Laconia Evening Citizen . ‘Pair Street 524~3800
N . LaCoe}é, N.H.
Lakes>Region Trader (%eekly) falr Street 524-3800
R Laconia, N.H. .
Manchester Union Léadgr N 35 Amherst Street - 625-5432 °

Manchescter, N.H.

¢

*Located in Scth~Spgare Medical Park building in rear of Sceva Speare
Memorial Hospital. .

’
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REALTORS

A\

Berg, Evelyn

/"
L
Chapman, John W.
»

/

Déep River Real Estate

'

Main, Robert E.
Melson, Marianne .
_\\\\ w

" N.H. Colonials

Wixson, "Rowena

L4
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Quincy‘Road(
Bumﬁey, N.H.

85 Main Street

Plymouth, N.Hr%(

3

Highland ﬁtréé
Plymouth; N.H.

West Plymouth -
New Hampshire

Caﬁpton, N.H.'(officer
Ashland, N.H. (office)

57 Main Street .

" Plymouth, N.H. ~

RFD #1
Plymouth, N.H.
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536-2154
536-2155

536-2100

7
536-1588
968-7718

536-2180

»
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536-1472

J




St - .
«

BY-LAWS .OF THE PLYMOUTH STATE COLﬁEGE GRADUATE FACULTY

v

. ' e Article I ) . .

- ‘

Namé : ¢ e

. . The nafie of this organization shall be the Graduate Faculty of Plymouth.

State College (hereinafter called the Graduate Faculty). )
i . .Q . . - -2 R

S _ . Article II. : T -

. ’ ) : , o
s . Objhet : :

Under the leadership of the, President of the Collede and subject always
to the approval of the Board of Trustees of the University of New Hampshire,
the Graduate Faculty shall have quisiﬁtive jurlsdiction in all matters of
graduate s;paent educational policy not otherwise prescribed by the Boaxd
of Trustees of the University, ° : '

) Article III > ) ) v
\ o - . ° - ’ .
N ] . \\'_ Mpmbers . - ,
The Graduate Faculty shall consist of those ESgg}ty members in the rank
of Assistant Professor or above yho hold the earned- doctorate>or the highest .
terminal degree in special fields. ‘Such factulty members shall ordinarily be
engaged in teaching graduate students §n the gmaduate program. Faculty who
meet the requirement of the earn d doctordte or terminal degree aﬁd hold the
rank of Assistant Professor or above become eligible as Graduate Faculty when
they teach such students. T . . . ‘
‘Those faculty not meeting the above requjirements who have been screened
by the Graduate Faculty Ceuncil, .recommended to the-Graduate Faculty, and
approved by them as having demonstrated competence in their field of speciali-
za®ion and who ordinarily teach ’graduate students become members qf the
Graduate Faculty. A full copy of all prdceedings in 'Such .instances shall be
- kept in the faculty meémbexr's personnel file. | . '

s

In 'addition to the above teachinq'GIaduaté Faculty, the President of the
College, the Dean of the College, the Director of Graduate Study, and the

Diﬁg;tor of Continuing Education, shall be' voting members of the Graduate
P ty. 1} : ‘ . )

. » .
Article 1V V R

¥

Officers

[

‘academic year.

S T,

A. A Gradyate Faculty Speaker éball be elected by ballot.annually at the
last regular Graduate Faculty meeting of the year.
assume office at the first regular Graduate Faculty meeting of tlie next

The '‘Speaker shall

1. The Speaker shall preside at all Graduate Facurty ertinqs:’ In the
L

absence of the Speaker, the Director” of Graduaté Stpdy shall preside
until the assembly desifnates a temporary presiding officer.

APPENDIX E -
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® in consultation with the Director of Graduate study and/or the

. the minutes of each meeting

. The Graduate Council shall meet at the call of ‘the President; the Dean

~ B ' . .
. -
[

2. The Speaker shall prepare the agenda for Graduate Faculty meetings

~

The Pregfgég%nfs the chief administrative officer of "Plymouth State College.
"(In the President's absence some administrative officer in the chain of

command will agsume his role). The Director shall bg responsible for

providing adequate secretarial service for Graduate Faculty and Graduate .
Council meetings. The Director of Graduate §tudy will also be in charge - L
of ‘prior distribution:.of the agenda and the taking and publishing of

.\

_Article 6 _ -

Meetings
The Graduate Faculty shall meet at least three times a year. At its
first meeting, the Graduate Faculty shall set the regular meeting dates
for the resc§of the academic year. . 3
Special meetings of the Graduate Faculty may be called by the President. ~
of the.College, the Graduate Faculty Speaker, the Director of Graduate

o

\

° Study, or upon petition of any fifteen members of the Graduate Faculty

to the Faculty Speaker and/or the President. . w -
Graduate Faculty meerings will He governed by Roberts' Rules of Order. .
A ) Article VI d .
' 7 °

t

The Graduate Counci} ‘ . L

v

nJ

of the College or the Diréctor of Graduate Studies. This Council ghall '
act in a reoommendiﬂg capacity to the Graduate Faculty and the \ -
Director of Graduate Studies and to the President on all matters concernirg

the .graduate programs at Plymouth State College.

1. Screening those faculty who have the equivalent.of the earned doctorate
(c.f. Art. III, par.2)

2. Setting requirements for dgraduate student admissions and degrei

‘ngision of existing or future graduate programs, )
4 commendation of new graduate programs. Sl
5. Coordination of joint graduate programh within the University stgm
oryd%ier éooperative programs. . -
Mpmbers ’ o . LY ¢ M
1. Ex officio . L. . :
President of the College- oy T - = .
Dean of thé College = ° . .- . - .o
Director of Graduate Studies - . ' N
Director of Continuing Education o 1 ’
Chairman of the Department of Education
Alli{Graduate Faculty members vho serve as coordinators of education
programs will also be ex officio members.
Onc member of the Graduate Faculty from each of the departments offering
graduate programs (at.present, Natural Science, English, Mathematics,
Social Science and Education) chosen by the Graduate Faculty in the
department to act as coorainator of graduate programs in that depart-
ment shall be members of the Graduate Council.
3. Two full-time graduate student members selected by the Director of
Graduate Studies and approved by the Graduate Council shall have ‘all
the duties and rights as other Council membexs. .

A -
.

L4

. ¥
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4. A_representative from the library staff shall serve in an advisory
capacity to the Couneil. Such person shall be selected in such manner
* as the library staff deems most denirah}e. :

Q
[}

~C. Duties .

1. The Council considers and approves or denies by its own authority
all minor changes in curriculum.” *The Council publishes minor chariges
by distributing copies to all members of the Gradua Faculgy and
the administration. Action on minor changes becomed official:on the
twenty-first day after the action is posted, unless a member of the
college community lodges an objection to the change wjith the Graduate

- Faculty Speaker before the twenty-~first day.

2. The Council brings before the Graduate Faculty the Council's recom-
mendations concerning all proposed major curriculum changeg.

3. The Council periodically reviews the college curriculum for graduate

- programs ‘and makes recommeridations concerning revisions. -

Major and Minor are dichotomously defined by the operation of the )
system.. A change is major, (a)'if at least one member of the Council -
maintains that it is major, or (b) if any member of the Graduate Faculty
requests of the Graduate Faculty Spedker, within twenty days- of
posting, that a pod@ed minor change be brought before the entire
. Graduate Faculty A minor change, then, is any change that all members
of the Graduate Council deem minor and that no other member* of the
Graduate Faculty objects to. i : J

4. The Council elects its own chairman. = . D ‘
[ ) N » .

I k . Article VII . '

Commi t tees : ) -

A. The following committees with composition as ihdicated shall be
appointed annually by the Director of Graduate Study with ¢he advice and
sconsent of the Graduate Council near the begipning of the academic year
from the members of the Graduate Faculty and graduate students.

1. The Admissions Policy Advisory Group is composed of the Director of
Graduate Study, the Director of Continuing Education, and three *
Graduate Faculty members. Develops and executes plans for effective
recruifment of the type of gtudent who should be successful in one .
of . theé college graduate programs. The Director of Graduate Study
may call upon the Admissions Policy Advisory Group to asgist in

. admitting students for beginning entry into the program and for

matriculation. Recommends to the Graduate Council requirements

. for admission. =~ - S

2,'Eva1uation Advisory Group ichomposedeof the Director of Graduate -

- Study, the Graduate Faculty ‘membey: veaching Research Design, and

. three othér metbers of the Graduate Faculty. Its duties are to -

design and execute suitable designs for followingﬁgp graduates -
An the graduate program and other medns of evalua g the effec-
tiveness of the graduate program.
RV : [ - T .
7
' . s




Article VIII

Amendments

< .

‘A 'Ihese By-Laws may Ke amended at any regular' Graduate Councilgeeting by

’ a vote of the majority of the entire membership or by a two-thirds vote
.of those voting, whichever is less. ‘

B. Thege By-—Laws may be amended at a special Graduate Council meeting by a
- vote of,the majority of the .entire’membership. .
¥ ~
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L)
o . Fnclosure to Appendix E ,

. . . Graduate Studies ‘- > . s
cas - ’ W rd -
Please refer to a current edition of the Gradupte Studies Catalog for
specific information regarding ‘the graduaté programs at Plymouth.
) . 1

A Y .
} A. Grading}and Evaluation X ) . , ’ ' Tap, L
1. Letter Grades = The letter system of final grades (p, B, C, D, ani[/\
'F) is also applicable to graduate students., However, no -grade lower -
than a "C" will apply toward fulfilling the semester. hour requirements
for the Master's degree. Graduate® students must also maintain a minimum
‘averag "B" to successfully complete a degree or non-degree graduate
progr - .
2. Pas s*th Pass Option - Graduate students may not exercise the Pass-
Not P¥5s Option. '
3. Graduaté Stydemt Fvaluations - The Faculty Apprafﬁal forms, provided
with' the Grade Report sheet, are_to be completed by the faculty member
for each. graduate student in class. They are to be submitted to the-
Registrar with the Grade Report sheet.
4. Other Grading and Evaluatlon Requlations - The regulations, for grading
and evaluating citgd below also ‘apply to the graduate program:

. ' . . 3
., Incomplete : . P. III -

7
Scholastic Warnings p. III - 8
Remoying Course Deficiencles p. III - 8
Final anmlnatlon and Grades p.- III - 9

,

B.. Graduate Creditjkor Underqnaduate Students

In exceptional circumstances, aﬁ*undergraduate may rece}ye graduate credi*
The courses taken may,alsc "double count” as undergraduate and dgraduate
credii The requlations governing this policy are as follows:
x hours is the maximum credit that mgy be ‘earrfed in this manner;
2. the student must be a senior; —
3. the tqtal undergraduate and graduate hours may not usually exceed
fifteen hours in any one semester. Exceptions may be granted when, due
to differing course credits, (e.qg.,'a four-credit course) bring the sotal
' number of credits to more than fifteen;
~ 4. a 3.0 cummulative average is required.

-

C. Meetings of the Graduate Paculty

mhe Graduate Faculty meets' tbree g{res a ;\ai,\the dates end times-to
hd beé announced.’ . .

4
v
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: Q . . . i -. ) :
Y ] . Personnel File Structure L .
- /~ ? - N . v - »
. N * . : . - : $.

. ) » . . —_— e , ..
' The personnel file maintained in the Business Office will contain - _

threq sectfons or parts. phe first part will be a Business Eile which
contains appointment letters, records of leaves of absence and sick’
leaves, payiolllinformntion and - frimge benefit matjerials; as well as
other materials nejther pertinent to evaluation ffor sealed in the .Sealed
File. The second section will be the Evaluation File,» gnd this will
bé open to the individual and all™levels of evaluation and/or grievance;‘
at Plymouth State Cpllege.* . The -third section, the Sealed File, .contains(
materials obtained prior to or during employment. which were submitted .
in strictest confidence. Only “the Presid¢nt. or -his designee i8 privi-
leged to place materials in the Sealed File or gain acce?s to it.
. . ~ -

To ' further explain the contents and the’security of materials LR
contained in the sub-files, see thé enclosed grid.describing personnel v,
fide contents and access. ' ’ A '

[ P - ,

for deciding into which of,the three sections the item-should be -placed.

An item placed in the Evaluatiéﬁ File must be made available to the
indlv_idual, either by an immediate carbon copy or a later Xerox copy at
the time the item fs placed in the Evaluafion File. An allegation or’
accusation may not be pPlaced in the Business File, and, of course, may. not

be placed in the Evaluation File withput notice to the individual.-

.

In order to identify the people who have reviewed the Evaluation

File, a sign-out sheet will be maintained by the Business Manager.
! - " e

In cases where the individual has requested another individual to’
write a confidential letter of recommendation, the letter cannot he
placed in' the Evaluation Pile unless it is formally released by the
writer. ‘Once the release is in the hands of the Dean, the letter may
be placed in yQir Evaluation File and is subject to the coqgitions of -

that file.

+
. -

- ¢ . M . v, ' - ( "‘
" *Departmentil -promotion/tenure committees will have accesas to~individga1
personnel fiIhQ\z;ly within Speare Hall. The use of a conference roem in
. Speare Hall for the purpose of reviewing personnel file%xmxy be arranged

through normal procedures. .
% . . -,

. -

: ' o i APPENDIX F __ .
Plymouth State College
: B ’ . Faculty Handbook ~ °
. .‘ " ) ‘ Co.m ) : \ 'F'l - . - R
SR V5V 2T - - CL

administrator placing an item in éhe.petBOnnel file is responsible '
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